PPROVED  FOR  RELEASE 

30  OCTOBES_2£LL3 

AR  70-14 


( When  Filled  In) 


FITNESS  REPORT  (Part  I)  PERFORMANCE 


FOR  THE 
this  evn 
note  whe 
s t rength 
under  coi 
any  ques 
Ter sonne 

"section 


— INSTRUCTIONS 

ADMINISTRATIVE  OFFICER:  Consult  current  instructions  for  completing  this  report, 

SUPERVISOR:  This  report  is  designed  to  help  you  express  your  evaluation  of  your  subordinate  and  to  transmit 
flluation  to  your  supervisor  end  senior  official..  Organieation  policy  requires  that  you  inform  the  subordi- 
ere  he  stands  with  you.  Completion  of  the  report  can  help  you  prepare  for  a discussion  with  him  of  his 
hs  and  weaknesses.  It  is  also  organisation  policy  that  you  show  Part  I of  this  report  to  the  employee  except 
onditions  specified  in  Regulation  20-370.  It  is  recommended  that  you  read  the  entire  form  before  completing 
, . *'  th‘s  ‘he  initial  report  on  the  employee,  it  must  be  completed  and  forwarded  to  the  Office  of 

el  no  later  than  30  days  after  the  date  indicated  in  item  8,  of  Section  V below 


(Las t ) 


GENERAL 


(First ) 


HANSON  Helen 

5.  OFF  I CE/p  I V 1 S I ON/ BRANCH  OF  ASSIGNMENT 

OCR/OAD/ Administrative  Staff 

7-  GRADE  8.  DATE  REPORT  DUE  IN  OP 

GS-llj  11  October  1957 

10.  TYPE  OF  REPORT 
( Check  one ) 


(Middle) 


DATE  OF  BIRTH 


E.  16  July  1913  F 

6.  OFFICIAL  POSITION  TITLE 

Administrative  Officer 

] 9.  PERIOD  COVERED  BY  THIS  REPORT  (Inclusive  deles) 

i 6 October  1956  - 6 October  1957 


special  (Specify) 


4.  SERV|_CE_DES  I GNAT  I ON 


IF  INDIVIDUAL  IS  RATEO  ” 1 " I N Cl  OR  D.  A WARNING.  LET* 
TER  WAS  SENT  TO  HIM&A  COPY  ATTACHED  TO  THIS  REPORT. 

» CANNOT  CERTIFY  THAT  THE  RATED  INDIVIDUAL  KNOWS  HOW 
I EVALUATE  HIS  JOB  PERFORMANCE  BECAUSE  (Specify): 


10  Oct.  1957 


[SECTION  C. 


Al  T 1 TLE  OF  REV  I EW I N G OFFICIAL 


JOB  PERFORMANCE  EVALUATION 


'■  RATING  ON  GENERAL  PERFORMANCE  OF  OUT  I ES  ~ 

his^ties' during  tha  °^Y  the  Pr°duc‘ivity  and  effectiveness  with  which  the  individual  being  rated  has  performed 
Sibil  i tv  Facln  « hFH  pB”°d-  .Compare  him  ONLY  with  others  doing  similar  work  at  a similar  level  of  respon- 

sibility. Factors  other  than  productivity  will  be  taken  into  account  later  in  Section  D. 

* “ 1 * 0OES  NOT  PERFORM  DUTIES  ADEQUATELY!  HE  IS  INCOMPETENT. 

6 2 " CARR^OUT^RESPONMB^U  T?ES ANCEl  AL™0UGH  HE  HAS  HAD  SPECIF|C  GUIDANCE  OR  TRAINING.  HE  OFTEN  FAILS  TO 

3 . PERFORMS  MOST  OF  HIS  DUTIES  ACCEPTABLY!  OCCASIONALLY  REVEALS  SOME  AREA  OF  WEAKNESS 
INSERT  4 ‘ PERFORMS  DUTIES  IN  A COMPETENT.  EFFECTIVE  MANNER. 

RATING.  5 ’ A FINE  PERF0RMANCE;  CARRIES  OUT  MANY  OF  HIS  RESPONSIBILITIES  EXCEPTIONALLY  WELL. 

NUMBER  6 ' pERF0RMS  HIS  DUTIES  IN  SUCH  AN  OUTSTANDING  MANNER  THAT  HE  IS  E0U  AL  LED  BY  FEW  OTHER  PERSONS  KNOWN  TO 

THE  SUPERVISOR.  . 1 

COMMENTS:  '• 


FORM  NO.  nr  /part  \ ^ REPLACES  PREVIOUS  EDITIONS 
I NOV  55  ^ V'  ar  I | ) OF  FORMS  45  ANO  45*  WHICH 

ARE  OBSOLETE. 


Performance 


NOTICE  OF  EMPLOYER  DESIGNATION  FOR  TAX  PURPOSES 

HANSON  HELEN  £ A-'K. ' 

EMPLOYER  IS  C I A as  OF  7 JUNE  1964 


IN  ACCORDANCE  with  the 
memorandum  Dated  i august 
EFFECTIVE  5 JANUARY  1964. 


PROVISIONS  OF  PUBLIC  LAW 
1956,"  SALARY  IS  ADJUSTED 


87*793  AND  DC! 
AS  FOLLOWS, 


name 

HANSON  HELEN  6 


OLD  NEW 

SERIAL  QRGN  FUNDS  GR.ST  SALARY  SALARY 


GS  14  6 $14, 970  $15,865 


I . LAST  NAME 

HANSON 


FIRST  NAME 

HELEN 


INITIAL(S) 

E 


4.  DATE  AND  NATURE  OF  SEPARATION 

Besignaticm  04/03/64 


SUMMARY  OF  ANNUAL  AND  SICK  LEAVE 


(HOURS] 

5 Bolonce  from  prior  leave  venr  wnrlerl  1-4 

1 9 64 

6.  Current  leave  yeor  accrual  through_  03/26 

• v 6 .4 

7 Tolol 


8.  Reduction  in  credits,  if  any  {current  year)  . 

9:  Total  leave  taken 

1 0,  -valance 


Annual  Sick 


236 


48 

"26^ 


32 


254 


24 


1376 


1 1.  Total  hours  paid  in  lump  sum  „ 

12.  Solory  rate(s)  ^3  » ^^3  • ^0 


..240. 


13.  lump  sum  leave  dates: 

From  0830/4-6-64  lo  1700/5-15-64  8 

A 


(Hours) 


For  chief  payr 

(Title) 


Zl 


13  April  64 


(TerepTvontr) 


2.  APPOINTMENT  DATA 


P/T 


Subject  to  Sec.  203(d),  1951  leave  Act 
Yes  Q No  p~| 

Ceased  to  be  subject  to  Sec.  203(d) 
on _____  Annual  leave  Bal.  


3.  TOTAL  SERVICE  FOR  LEAVE 

(as  of  date  of  separation) 


Years 

6 


Months 

5 


Days 

27 


| | More  than  I 5 years 


SUMMARY  OF  HOME  LEAVE 


(DAYS) 


14.  Date  arrival  abroad  for  HL  purposes 

1.5.  Current  bolonce  as  of  19_ 

16.  12-month  accrual  rate . _ 

17.  Dates  leave  used,  prior  24  months 


18.  Monthly  accrual  date 

19.  Calendar  days  credit  for  next  accrual  date_ 

20.  Date  bosic  service  period  completed 


MILITARY  LEAVE 


2 1 . Dates  during  current  calendar  yr. 
22.  Dates  during  preceding  calendar  yr. 


_ to  _ 
to 


ABSENCE  WITHOUT  PAY 


23.  During  leave  year  in  which  separated 

24.  Durir.g  step-increase  waiting  , » ✓ 

period  which  began  on  ***  ^ • f 

25.  During  12-month  HI  accrual  period  (dates): 


LWOP  or 

AWOl.of 

Furlough  jSuspension 

(Hours) 

0 

0 

0 

0 

REMARKS 


SCD:  03/29/43 


Standard  Form  No.  1150 
6 GAO  8000 
1150-105 


RECORD  QF  LEAVE  DATA  TRANSFERRED 


8 APR  64 


NOTIFICATION  OF  PERSONNEL  ACTION 


"17  SEPTAL  NUMBER  2.  NAME  (L AST-F I RST-MIODLE)  ” ” ' ‘ 

HANSON  HELEN  E 

3.  NATURE  OF  PERSONNEl  ACTION  4.  EFFECTIVE  DATE  5.  CATEGORY  OF  EMPLOYMENT 

MO.  DA.  Y R . 

RESIGNATION  04,03,64  REGULAR 


A.  FUNDS  ^ 

9.  ORGANIZATIONAL  DESIGNATIONS 


04 1 03 | 64  REGULAR 

7.  COST  CENTER  NO.  CHARGEABLE  j B.  CSC  OR  OTHER  LEGAL  AUTHORITY 
10.  LOCATION  OF  OFFICIAL  STATION 


DO  I /OCR 

OFFICE  OF  THE  ASSISTANT  DIRECTOR 
ADMINISTRATIVE  STAFF 


II.  POSITION  TITLE 

ADM  OFFICER  CH 


14.  CLASSIFICATION  SCHEDULE  (GS,  LB,  etc.) 

GS 


WASH.,  D.  C, 


12.  POSITION  NUMBER 

13.  SERVICE  DESIGNATION 

OR  RATE 

5865 


SPACE  BELOW  FOR  EXCLUSIVE  USE  OF  THE  OFFICE  OF  PERSONNEL 


!».  ACTION  20.  Employ.  21.  OFFICE  CODING  22.  STATION  23.  INTEGREE  24.  Hdqln.  2S.  DATE  OF  BIRTH  26.  DATE  OF  GRADE  27.  DATE  OF  LEI 

I fMr  <M,~\  "“"ERIC  ALPHABETIC  C0DE  C00E  C°d0  ""P^  PPI  IP  PP"  PP"  IP  PP  M IP" 

i 07 , 1 6 , 1 3 , i 


28.  NTE  EXPIRES  29.  SPECIAL  30.  RETIREMENT  OATA  31.  SEPARATION  32.  CORRECTION/CANCELLATION  DATA 

^ ~ “ REFERENCE  n — rCTTC r ^nAT_A_rnr\c  , 


i . CSC  CODE 

3 - FICA 
S • NONE 


type  mo.  da.  yr. 


EOD  DATA 


35.  VET.  PREFERENCE  | 36.  SERV.  COMP.  DATE  | 37.  LONG.  COMP.  DATE  | 38.  CAREER  CATEGORY  |3?!  FEGL1  / HEALTH  INSURANCE 


33.  SECURITY  34.  SEX 
REQ.  NO. 


40.  SOCIAL  SECURITY  NO. 


0 . NONE 

1 • 5 PT. 

2 ■ 10  PT. 


COO E CODE  0 - WAIVER  HEALTH  INS.  COOE 

I • YES 


CODE  0 . NO  PREVIOUS  SERVICE 

1 . NO  BREAK  IN  SERVICE 

2 • BREAK  IN  SERVICE  (LESS  THAN  3 YRS.) 

3 - BREAK  IN  SERVICE  (MORE  THAN  3 YRS.) 


42.  LEAVE  CAT. 
CODE 


FEDERAL  TAX  DATA 


STATE  TAX  DATA 


NO.  TAX  EXEMPTIONS  FORMEXECUTEO  CODE  NO.  TAX  STATE  COOE 

. . V ES  EXEMP. 


SIGNATURE  OR  OTHER  AUTHENTICATION 


GROUP  I f- 

Excluded  from  automatic  1 

downgrading  and  . . \ 

declassification  (When  Fille 


SECRET 


in  accordance  with  the  provisions  of  public  law 
dc i memorandum  dated  i august  iQ5*  , salary  is 
effective  u October  iqas 


A 7 79?  AND 

ADJUSTED  aS  follows. 


. . . ,,  ^ „ old  old  new  nfw 

name  serial  orgn  funds  gR-st  salary  gr.st  salary 


HANSON  HELEN  £ 


14  5 $1>325Q  14  5 $14545 


en  Filled  In) 


2.  . Name 

j 3.  Cost  Center  Number 

HANSON  HELFN  E 

'ID I /OCR  f 

OLD  SALARY  RATE 


IE 


NEW  SALARY  RATE 


Salary  ! Last  Ell.  Date  Grade  | Step  | Salary  | Ellective  Date 


SS  3 4 4 p 1 2 f 990  0 5/01/60  ].4  5 fB13 


LWOP  Hours 


7.  TYPE  ACTION 


LSI  ADJ. 


10/29/61 


B.  Remarks  and  Authentication 


'■iX  MO  FXCFSS  LWOP 

/ / TN  PAY  STATUS  AT  FND  OF  l&.ITING  $FRTOD 

/ /IN  LWOP  STATUS  AT  END  OF  WAITING  PFRIOD 


PAY  CHANGE  NOTIFICATION 


r r»n  Obsolete  Previous 

DbU  Edition 


IN  ACCORDANCE  WiTh  THE  PROVISIONS  OF  P.  L.  86-563  AND  DCI  MEMO  Da1*Ed 
1 AUGUST  1956*  SALARY  IS  ADJUSTED  AS  FOLLOWS  EFFECTIVE  10  JULY  I960. 


3d  name 

HANSON  HELEN  E 


SERIAL  ORGN  GR-St  OLD  SALARY 
GS-14  4 $12,075 


NEW  SALARY 

$12*990 


/S/  EMMEtT  Oi  ECHOES 
DIRECTOR  OF  PERSONNEL 


SECRET 


FILLED  IN) 


560  °Ips°al"I  fSa,o«Ml.o5«0b.  SECRET-  official  personnel  folder  “>  L ! 

- ..  .1'  1 Q Q 2 : 


NAME 

3 

ASSIGNED  ORGAN. 

I HANSON  HELEN  E 


OLD  SALARY  RATE 


DD I /OCR  -/ 


NEW  SALARY  RATE 


GRADE 

STEP 

SALARY 

LAST 

HO. 

GS  14 

2 

511,595 

05 

EFFECTIVE  DATE 


3 511,835  11  02  58 


CERTIFICATION'’1 


I CERTIFY  THAT  THE  SERVICE  AND  CONDUCT  OF  THE  ABOVE  NAA^D^PttJYEE  ARE  SATISFACTORY. 

TYPED,  OR  PRINTED,  NAME  OF  SUPERVISOR  I DATE  I Sf-’ — 1 


__  10  Oct  58  I 

PERIODIC  STEP  INCREA^  uinriiTT vh n«  iv 


se&rlt 


PERSONNEL  FOLDER 


^SECRET 

(WHEN  FILLED  IN) 


I.  EMP.  SERIAL  NO. 


HANSOM  WFLFN  E 


ASSIGNED  ORGAN. 


DDI /OCR 


4.  FUNDS  S.  ALLOTMENT 


6. 


OLD  SALARY  RATE 


GS  14 


SI  1 »59G 


LAST  EFFECTIVE  DATE 


05 


05 


57 


7. 


NEW  SALARY  RATE 


GS  14 


$11*835 


EFFECTIVE  DATE 


11 


02 


58 


TO  BE  COMPLETED  BY  THE  OFFICE  OF  THE  COMPTROLLER 


8.  CHECK  ONE  j^J  no  excess  lwop 

IF  EXCESS  LWOP.  CHECK  FOLLOWING: 

I I IN  PAY  STATUS  AT  END  OF  WAITING  PERIOD 

I I IN  LWOP  STATUS  AT  END  OF  WAITING  PERIOD 


EXCESS  LWOP 


9.  NUMBER  OF  HOURS  LWOP 


10.  INITIALS  OF  CLERK 


I I . AUDITED  BY 


TO  BE  COMPLETED  BY  THE  OFFICE  OF  PERSONNEL 


1 2. 

■ PROJECTED  SALARY  RATE  AND  EFFECTIVE  DATE 

13.  REMARKS 

GRADE 

STEP 

SALARY 

MO. 

DA. 

YR. 

14.  AUTHENTICATION 


K3Hvag  T":oy, 


o 

o oo 
oo 


o 0 

OO'  QO 
O O’  o 
0 0:0 
o o o 


OO  ooo 


ooo  ooo  OOOO O 0 

°o6  S Boo  8 o & o o ooo0 

” a o O O OOOO  0 b 

OOOO  o o o*"  o-o:  -o 


o&o 


PERIODIC  STEP  INCREASE  - AUTHENTICATION 

jpftFf 


FORM  NO.  r/nk 
I MAR.  58  JoUb 


PERSONNEL  FOLDER 


(4) 


GENERAL  SCHEDULE  SALARY  INCREASE  RETROACTIVELY  EFFECTIVE 
12  JANUARY  1958  AUTHORIZED  BY  P.  L.  85  - 462  AND  DCI 
DIRECTIVE.  SALARY  AS  OF  15  JUNE  1958  ADJUSTED  AS  FOLLOWS 


NAME 

HANSON  HELEN  E 


SERIAL 


GRADE-STEP 

GS-14-2 


OLD  SALARY 
SI  0 ♦ 535 


NEW  SALARY 
$11 » 595 


GORDON  M.  STEWART 
/S/  DIRECTOR  OF  PERSONNEL 


STANDARD  FORM  50  (8  PART) 


REV.  APRIL  1051 
PROMULGATED  8Y 
U.  S.  CIVIL  SERVICE  COMMISSION 
CHAPTER  Rl.  FEDERAL  PERSONNEL  MANUAL 


o. 


u 


CENTRAL  INTELLIGENCE  AGENCY 

NOTIFICATION  OF  PERSONNEL  ACTION 


1.  NAME  IMR.-MISS-MRS.-ONE  GIVEN  NAM 

MSS  HELEN  E.  HAKBQH 

E.  IN  ITIALIS).  AND  SURNAME 

2 DATE  OF  BIRTH 

16  <Jhl  1913 

3.  JOURNALOR  ACTION  Np. 

1 1 

4.  DATE 

4 Hov  1955 

1 Fhis  is  to  notify  you  of  the  following  action  affecting  your  employment : jj 

5.  NATURE  OF  ACTION  (USE  STANDARD  TERM  INOLOGY) 

mamsim 

6.  EFFECTIVE  DATE 

6 Bov  1955 

7.  CIVIL  SERVICE  OR  OTHER  LEGAL  AUTHORITY 

50  UHCA  km  .1 

FROM 

: — ... 

Attain.  Officer 
GS 


13  $9420.00  per  annum 


DDI/OCD 


FIELD 


DEPARTMENTAL 


8.  POSITION  TITLE 


9.  SERVICE.  SERIES. 
GRADE.  SALARY 


10.  ORGANIZATIONAL 
DESIGNATIONS 


U.  HEADQUARTERS 


12.  FIELD  OR  D EPT'L 


Admin.  Officer 
GS 


14  $10,320.00  per  anmln 


mi/OCR 

Office  of  Assistant  Director 
Administrative  Staff 


Washington,  B-  C. 

FIELD 


13.  VETERANS  PREFERENCE 


NONE 

WWII 

OTHER 

5-PT. 

10-POINT 

DISAB. 

OTHER 

14.  POSITION  CLASSIFICATION  ACTION 


JX1 


DEPARTMENTAL 


NEW  I VICE  | I.  A.  I REAL 


15. 

SEX 


16 

RACE 


J PJL» 


FROM: 

TO: 


18.  SUBJECT  TO  C.  S. 
RETIREMENT  ACT 
(YES-NO) 


19.  DATE  OF  APPOINT. 
MENT  AFFIDAVITS 

(ACCESSIONS  ONLY) 


: * Yes 1 . 

2i. .remarks:  This  action  is  subject  to  all  applicable  laws,  rules,  and  regulations  and  may  be 
subject  to  investigation  and  approval  by  the  United  States  Civil  Service  Commission. 
The  action  may  be  corrected  or  canceled  if  not  in  accordance  with  all  requirements. 


20.  LEGAL  RESIDENCE 
□ CLAIMED  [J  PROVED 

STATE: 


~:i  0 Noy 


ENTRANCE  PERFORMANCE  RATING: 


O O 
O O 
OOOO 

o o 


fi&rectar  &£  F&'gBmmA 


oo 
o o 
o 

o oo 


OO  OOO  OOOO  o o 
ooo  oooooooo 
oo  oo  o oooooo 

OOO  O O —Q— 0-0—0- 


o o oo  ooo  ooo  ooo 


oo  oo 
ooo 
o o o 


OOO.  OONATOOE  00  OTHER  AUTHENTICATION 


4.  PERSONNEL  FOLDER  COPY 

I f 


☆ U.  S.  GOVERNMENT  PRINTING  OFFICE:  1054-313735 


i i in ^ C* &&  1 \v\ s^.^4 $ ^ \ ji>s| 


rganizottonal  deslgnotioni 


me  (and  lociaJ  security  account  number  when  appropriate) 

' IEI2  £• 


BASE  PAY  OVERTIME 


CONFii 


☆ U.  S.  GOVERNMENT  PRINTING  OFFICE:  1954-320030 


2.  Payrdl  period 


6.  Grade  and  salory 

ns-13  $9205 


3.  Block  No, j 4.  Slip  No. 


PAYROLL  CHANGE  DATA 


GROSS  PAY  RET.  FEDERAL  BONO  F.  I.  C.  A.  STATE  TAX  l®F:Re0Ins 


*p-increcM»  jD  Pay  ad^osfment  CD  Other  step-increase 


17.  New  io4ory 


Increase 

llMai'Oi 


1 


28  Jul  55 


tM  NO.  1 1 26d — Revised 

I by  Comp.  Gen.,  U.  S. 

>54,  Genera  Regulations  No.  102 


PAYROLL  CHANGE  SLIP PERSONNEL  COPY 


STANDARD  FORM  50 

REV.  APRIL  tWl 
PROMULGATED  BY 
U.  S.  CIVIL  SERVICE  COMMISSION 
CHAPTER  Rl,  FEDERAL  PERSONNEL  MANUAL 


CENTRAL  INTELLIGENCE  AGEN. 


NOTIFICATION  OF  PERSONNEL  ACTION 


1.  NAME  (MR  -MISS— MRS.— ONE  GIVEN  NAME.  IN)TIAL(S).  AND  SURNAME) 

MISS  HELSH  £.  HANSON 



2.  DATE  OF  BIRTH 

16  July  1913 

3.  JOURNALOR  ACTION  NO. 

i J 

4.  DATE 

9 April  1954 

This  is  to  notify  you  of  the  following  action  affecting  your 

employ  merit : 

5.  NATURE  OF  ACTION  (USE  STANDARD  TERMINOLOGY) 

REASSIGNMENT 

G.  EFFECTIVE  DATE 

11  Apr  1954 

7.  CIVIL  SERVICE  OR  OTHER  LEGAL  AUTHORITY 

50  USCA  403  j 

FROM 

TO 

8.  POSITION  TITLE  1 

GS- 


FIELD 


13.  VETERAN  S PREFERENCE 


( | DEPARTMENTAL 


9.  SERVICE,  SERIES. 
GRADE.  SALARY 


10.  ORGANIZATIONAL'  v 
DESIGNATIONS 


11.  HEADQUARTERS 


12.  FIELD  OR  DEPTL 


Mm.  Officer 


OS- 


•13  18960.00  per  fltmrpn 


DDI/GGD 

Office  of  Assistant  Director 
Administrative  Staff 


Washington,  0.  C. 

| | FIELD 


NONE 


WWII 


X 


15. 

SEX 

r 


16. 

RACE! 

y 


S-PT. 


x 


10- POINT 


DISAB. 


17.  APPROPRIATION 
FROM: 

TO: 


14.  POSITION  CLASSIFICATION  ACTION 


m DEPARTMENTAL 


VICE 


18.  SUBJECT  TO  C.  S. 
RETIREMENT  ACT 
(YES— NO) 


lea 


19.  DATE  OF  APPOINT- 
MENT AFFIDAVITS 
(ACCESSIONS  ONLY) 


20.  LEGAL  RESIDEN  -E 
□ CLAIMED  □ I ROVED 

STATE:  Iowa 


- — *7’ — — — — — - — . ! i 4 crufl 

21.  remarks:  This  action  is  subject  to  all  applicable  laws,  rules,  and  regulations  and  ma/  be 
subject  to  investigation  and  approval  by  the  United  States  Civil  Service  Commission. 
The  action  may  be  corrected  or  canceled  if  not  in  accordance  with  all  requirements. 


ENTRANCE  PERFORMANCE  RATING: 


o ooo  o oo  o ooo 
ooo  ooooooo 
O CKO  o o oo  o oo 


Deputy  Assistant  Director  for  ^fiocn&f  g~8  5g° 


COO 

a 

oo 

o 


p o ooo  o 
oo  oo  o o 
o o o oo  o 


“OO022. 


SIGN2njRE^F«aPIEBaaT1«3ITICAt10N8 


o ooo 
0 0 0-0  00  0 
o o o o o oo 
<2-. 


4.  PERSONNEL  FOLDER  COPY 


★ U.s.  GOVERNMENT  PRI 


CENTRAL  INTELLIGENCE  AGENC 


STANDARD  FORM  50 

REV.  APRIL  IWI 
PROMULGATED  BY 
U.  5.  CIVIL  SERVICE  COMMISSION 
CHAPTER  Rl.  FEDERAL  PERSONNEL  MANUAL 


NOTIFICATION  OF  PERSONNEL  ACTION 


1.  NAME  (MR.  MISS  MRS. — ONE  GIVEN  NAME.  IN1T1AL($J.  AND  SURNAME) 

2.  DATE  OF  BIRTH 

3.  JOURNAL  OR  ACTION  NO. 

4.  DATE 

Mm  Helen  £.  Hansom 

7/16/13 

This  is  to  notify  you  of  the  following  notion  affecting  your 

employment : 

5.  NATURE  OF  ACTION  (USE  STANDARD  TERMINOLOGY) 

Proaotioa 

6.  EFFECTIVE  DATE 

9M/52 

7.  CIVIL  SERVICE  OR  OTHER  LEGAL  AUTHORITY 

Sfi&e&He  A-6  . 126  (b) 

FROM 

TO 



Aflcrtniatratlvs  Officer 

i j 

<3S«  ] $7240.00  per  arums 


: 8.  POSITION  TITLE 


9.  SERVICE.  SERIES. 
GRADE,  SALARY 


3360»<K>  per  annaa 


tO.  ORGANIZATIONAL 
DESIGNATIONS 


tee  of  Collection  & Me  semination 
Lee  of  Assistant  Director 
Lniatratlve  Staff 


■ | FIELD 

13.  VETERAN'S  PREFERENCE 


NONE 

WWII 

OTHER 

S-PT. 

10-POINT  | 

X 

X 

DlSAB. 

OTHER 

15. 

16. 

17.  APPROPRIATION 

DEPARTMENTAL 


It.  HEADQUARTERS 


12.  FIELD  OR  DEPTL 


DEPARTMENTAL 


14.  POSITION  CLASSIFICATION  ACTION 
NEW  I VICE  I I.  A.  | REAL.  I I 


IB.  SUBJECT  TO  C.  S.  19.  DATE  OF  APPOINT-  20.  LEGAL  RESIDENCE 
RETIREMENT  ACT  MENT  AFFIDAVITS 

(YES— NO)  (ACCESSIONS  ONLY)  M CLAIMED  | | PRC 


g CLAIMED  Q PROVED 
STATE:  T*M» 


2i.  remarks:  This  action  is  subject  to  all  applicable  laws,  rules,  and  regulations  and  may  be 
subject  to  investigation  and  approval  by  the  United  States  Civil  Service  Commission. 
The  action  may  be  corrected  or  canoeled  if  not  in  accordance  with  all  requirements. 
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ENTRANCE  PERFORMANCE  RATING: 


8 0 OO  OOO  OQ  O O QO  OO  O O OOO 

OOO  5 O QOO;  O Q O 0 O O 0-0  Q O OO  O 

OOO  QO  OO  QOO  QQ  OO  OQO  O OOO  O OQ 

°6°  V 00°  CXxTo  ~ 
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4.  PERSONNEL  FOLDER  COPY 


STANDARD  FORM  50 

o-rronGn  t 
PROMULGATED  BY 

u,  s.  civil  senvice  commission 

CHAPTER  Rl.  KEO  Erf  A L PERSONNEL  MANUAL 


CENTRAL  INTELLIGENCE  AGENCY 


NOTIFICATION  OF  PERSONNEL  ACTION) 


NAME  (MR.-MISS-MBS.- one  Given  uai.  initihusi.  and  suon«me>  2'  DATE  OF  BIRTH  3'  JOURNAL  OR  ACTIb^  4.  DATE 

tttea  Helen  E,  Hanaan 7/16/13 2/16/51  

1 his  is  to  notify  you  of  the  following  action  affecting  your  employment: 

5 NATURE  OF  ACTION  (USE  STANDARD  TERMINOLOGY)  ~~  6.  EFFECTIVE  DATE  7.  CIVIL  SERVICE  OR  OTHER  LEGAL  AUTHORITY 

^Tacotion  2/19/51  11  Af\>\ 


Administrative  Officer  03-11 

3.  POSITION  TITLE 

<33-  $5600.00  par  annum 

9.  SERVICE.  SERIES. 
GRADE,  SALARY 

Collection  and  Dissemination 
Administrative  Staff 
Office  of  the  Chief 

10.  ORGANIZATIONAL 
DESIGNATIONS 

Washington,  D.  C 

I 1.  HEADQUARTERS 

| | FIELD  | DEPARTMENTAL 

12.  FIELD  OR  DEPTL 

Schedule  A-6. 116(h) 

— 

Administrative  Officer  03-12 
G3-  &6400.QQ  oar  annum 


(S3-  $6400.00  per  annum 

Collect  Ion  and.  Dissemination 


Washington,  D.  C. 


DEPARTMENTAL 


13.  VETERAN’S  PREFERENCE 


14.  POSITION  CLASSIFICATION  ACTION 


NEW  VICE 


1/14/49 


15.  16.  17.  APPROPRIATION 

SEX  RACE 

FROM: 


18.  SUBJECT  TO  C.  S.  19.  DATE  OF  APPOINT-  20.  LEGAL  RESIDENCE 
RETIREMENT  ACT  MENT  OF  AFFIDAVITS  r-,  r—, 

(YES-NO)  (ACCESSIONS  ONLY)  CLAIMED  LJ  PROVED 


glw  1 T0: ' — — . I Tea STATE; Iowa 

21.  remarks!  This  action  is  subject  to  all  applicable  laws,  rules,  and.  regulations  and  may  be 
subject  to  investigation  and  approval  by  the  United  States  Civil  Service  Commission. 
The  action  may  be  corrected  or  canceled  if  not  in  accordance  with  all  requirements. 


TO  DCI  DIRECTIVE 
DEFECTIVE  24  OCT  1951 
SALARY  ADJUSTED  TO  $ — 


ENTRANCE  EFFICIENCY  RATING: 
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4.  PERSONNEL  FOLDER  COPY 
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BASE  PAY 

OVERTIME 

GROSS  PAY 

RET. 

TAX 

BOND 

NET  P 

7.  Previous 
normal 

a New 
normal 

9.  Pay  this 
period 

12.  Prepared  by 


1.3.  Audited  by 


-jj»]  Periodic  3t 

ep-increase. 

c 

Pay  adjustment.  Oih  Other  atao-increas* 

14.  Effective 
date 

»A?/so 

15.  Date  last 
equivalent 
increase 

$3/20/49 

16.  Old  salary 
rate 

$5  <050*00 

17.  New  salary  1 
rate  T / 

v ... 7. — : : — — ~z 

p 

_ 

Period(s): 

_j£.  No  excess  LWOP,  Total  excess  LWOP 

STANDARD  FORM  NO.  1 126d 

Form  prescribed  by  Comp.  Gen..  U.  S. 

Feb.  3,  1950.  General  Regulations  No.  102 


(Check  applicable  box  In  case  of  excess  LWOP) 

0 In  pay  status  at  end  of  waiting  period. 

1 1 In  LWOP  status  at  end  of  waiting  period. 


PAY  ROLL  CHANGE  SLIP— PERSONNE 


. Initials  of  Cli 


<r-  p 
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STANDARD  FORM  50  (8  PART) 
UNITED  STATES 
CIVIL  SERVICE  COMMISSION 
OCTOBER  1946 


FORM  APPROVED. 

BUDGET  BUREAU  NO.  50-R064. 


CENTRAL  INTELLIGENCE  AGENCY 
NOTIFICATION  OF  PERSONNEL  ACTION 


1.  NAME  (MR.  — MISS - MRS, -'FIRST  — MICDLE  INITIAL  - LAST)  . 

Bias  Eslsn  E,  Hanson 


2 DATE  OF  BIRTH  3.  JOURNAL  OR  ACTION  NO  4 DATE 

7/16/13  «v 


This  is  to  notify  yoo  of  the  following  action  affecting  your  employment : 

5.  NATURE  OF  ACTION  (USE  STANDARD  TERMINOLOGY)  6.  EFFECTIVE  DATE 

Conversion-Class,.  Act  of  1949  10-30-4 

FROM 


1 10-28-49 

ploy  merit  : 

:ffective  DATE  7.  CIVIL  service  or  other  legal  authority 

10-30-49  Letter  -DGI  - 10-28-49 


Administrative  Officer 

&$232. GO  per  annum 

Collection  and  Dissemination 
Administrative  Staff 
Office  of  the  Chief 


8.  POSITION  TITLE 


9.  SERVICE.  GRADE. 
SALARY 


10.  ORGANIZATIONAL 
DESIGNATIONS 


Administrative  Officer  OS-11 

03-11  §SL0Q.QQ  per  annum 

Collection  and  Dissemination 
Administrative  Staff 
Office  of  the  Chief 


Washington,  B.  C. 


| | FIELD 

13.  REMARKS 


DEPARTMENTAL 


11.  HEADQUARTERS 


12.  FIELD  OR  DEPT'L 


Washington*  !>•  6* 


£ DEPARTMENTAL 


15.  VETERAN'S  PREFERENCE 


NONE 

S PT. 

10  POINT 

01  SAB. 

WIFE 

WIDOW 

X 

17.  18.  19.  APPROPRIATION 

SEX  RACE 
■w  W FROM: 


Acting  Chief,  Texsossiel  Division 

/ 14.  SIGNATURE  OR  OTHER  AUTHENTICATION 


16.  POSITION  CLASSIFICATION  ACTION 
NEW  I VICE  I I.  A.  ] REAL.  I 


20.  SUBJECT  TO  C.  S.  21.  DATE  OF  OATH 
RETIREMENT  ACT  (ACCESSIONS  ONLY) 

y__  (YE5-NO) 


22.  LEGAL  RESIDENCE 

loss 


ft  U.  S.  GOVERNMENT  PRINTING  OPFICE.  ) 940  7833B4 


4.  PERSONNEL  FOLDER  COPY 


FORM  APPROVED. 

BUDGET  BUREAU  NO.  50-R064. 


STANDARD  FORM  50  (8  PAR?) 

UNITED  STATES 
CIVIL  SERVICE  COMMISSION 
OCTOBER  1946 


CENTRAL  INTELLIGENCE  AGENCY 

NOTIFICATION  OF  PERSONNEL  ACTION 


1.  NAME  (MR.— MISS— MRS. - FIRST— MICDLC  INITIAL  LAST) 

2.  DATE  OF  BIRTH 

3.  JOURNALOR  ACTION  NO. 

4 DATE 

Hiss  Balsa  E.  Bsnaan 

IS  fetor  2$49 

This  is  to  notify  you  of  the  following  action  affecting  your 

employ  ment : 

5.  NATURE  OF  ACTION  (USE  STANDARD  TERMINOLOGY) 

6.  EFFECTIVE  DATE 

7 CIVIL  SERVICE  OR  OTHER  LEGAL  AUTHORITY 

Transfer  & Promotion 

SO  Iter  1 

Schedule  a-45 

FROM  r..  . 

TO 

Librarian 

P-3  $4479.60  perennom 


Executive  for  Admin  & Management 

Reference  Center 

Library 

Bibliographic  Section 


Washington,  o.C. 

FIELD 


DEPARTMENTAL 


13.  REMARKS 


8.  POSITION  TITLE 


9.  SERVICE.  GRADE. 
SALARY 


10.  ORGANIZATIONAL 
DESIGNATIONS 


II.  HEADQUARTERS 


12.  FIELD  OR  DEPT'L 


AdBtnlctntivB  Officer 

00  per  qaratgft 


Collection  & Dlsscaolnatlon 
Administrative  Staff 
Office  of  the  Chief 


| ] FIELD 


DEPARTMENTAL 


fh* 


%. 


WILLIAM  J.  KELLY 


Personnel  Qffii 


14.  SIGNATURE  OR  OTHER  AUTHEN-.-.^. 


15.  VETERAN'S  PREFERENCE 


17. 

SEX 


5 PT. 


18 

race! 

W 


10  POINT  ) WWII 

DISAB-I  WIFe|widowLj 


19,  APPROPRIATION 
FROM: 

TO: 


16.  POSITION  CLASSIFICATION  ACTION 


VICE 

1.  A. 

mr 

20.  SUBJECT  TO  C.  S. 
RETIREMENT  ACT 
(YES— NO) 


21.  DATE  OF  OATH 
(ACCESSIONS  ONLY) 


22.  LEGAL  RESIDENCE 

Jam 


■fr  U.  S.  GOVERNMENT  PRINTING  OFFICE.  )94g  783384 


4.  PERSONNEL  FOLDER  COPY 


4.  PERSONNEL  FOLDER  COPY 


STANDARO  FORM  50(8  PARTI 
UNI1ED  STATES 
CIVIL  SERVICE  COMMISSION 
OCTOBER  1946 


FORM  APPROVED. 

BUDGET  BUREAU  NO.  50-R064. 


,£NTRAL  INTELLIGENCERS^  cgSDY 


NOTIFICATION  OF  PERSONNEL  ACTION 


I NAME  (MR.-- MISS-- MRS  - FIRST - MIDDLE  INITIAL  LAST) 

Mias  Batina  E.  Hanson 


2-  DATE  OF  BIRTH  1 3.  JOURNAl  OK  ACTION  NO.  | 4.  DATE 


ifi&fcm 


October  1947 


This  is  to  notify  you  of  the  following  action  af  feet  i ng  your  employment : 
5.  NATURE  OF  ACTION  (USE  STANDARD  TERMINOLOGY)  I 6.  EFFECTIVE  DA" 


Excepted  Appolntmnt 


! 6-  EFFECTIVE  DATE  7.  CIVIL  SERVICE  OR  OTHER  LEGAL  AUTHORITY 

j IO/6/I947  Schedule  A - 20 


8.  POSITION  TITLE 


Llbrariaii 


! 9.  SERVICE.  GRADE. 
SALARY 


10.  ORGANIZATIONAL 
DESIGNATIONS 


$3397-20  per  aimum 

Reports  and  Estimates 
Reference  Branch 
Intelligence  Documents 
Accession,  Reference  & Girculatian 


11.  HEADQUARTERS 


$&ah±ngt£aa,B*G* 


DEPARTMENTAL 


12.  FIELD  OR  DEPT'L 


13.  REMARKS 


Bo-fitrlica  Affidavit  has  been  properly  executed, 

This  appointment  Is  mad©  subject  to  the  satisfactory 
completion  of  a trial  period  of  one  year. 


X DEPARTMENTAL 


6 9 h a 


/ d/oc,  ft  7 

/ 0/0  i/<q 


15.  VETERAN'S  PREFERENCE 


NONE  S PT.  L 10  POINT  j WWII  i WwrjoTHER 
_ ' IDISAB  ! WIFE  jwioowi  I i 

j i I X i 

1 .1 


17.  16  19.  APPROPRIATION. 

SEX  RACE 

p y FTOM:  . 

TO: 


Actlng  CMef , Parscsmsl  Branch 

It  SIGNATURE  OR  OTHER  AUTHENTICATION 

16,  POSITION  CLASSIFICATION  ACTION  f — : — “ 

NEW  i VICE  ■ I.  A.  VrEAlTI 


20.  SUBJECT  TO  C.  S.  21.  DATE  OF  OATH  22.  LEGAL  RESIDENCE 

..RETIREMENT  act-  (accessions  only)  . ' 

(YES-NO) 


Yes.  \6  October  ; 


4.  PERSONNEL  FOLDER  COPY 


W U S.  GOVERNMENT  PRINTING  OFFICE:  194  7-722549 


-secret 

When  Filled  In) 


mmszsKti&w' 


FITNESS  REPORT 


ftfclfJ.U'ifpKFt 


EMPLOYEE  SERIAL  NUMB 


SECTION  A 


(Last)  (First)  (Middle) 

HANSON  Helen  E 


6.  OFFICIAL  POSITION  TITLE 

Admin.  Officer 


9.  CHECK  (X)  TYPE  OF  APPOINTMENT 


GENERAL 


7.  OFF/DIV/BR  OF  ASSIGNMENT  8.  CURRENT  STATION 

OCR/OAD/AS  HQ 


10.  CHECK  (X)  TYPE  OF  REPORT 


TEMPORARY 


REASSIGNMENT  SUPERVISOR 


RE  ASSIGN  MEN  T EMPLOYE  E 


CAREER-PROVISIONAL  (See  instructions  - Section  C) 


SPECIAL  (Specify): I | SPECIAL  (Specify): 


11.  OATE  REPORT  DUE  IN  O.P.  12.  REPORTING  PERIOD  (From-  to-) 

30  April  1964 31  March  1963  - 31  March  1964 

SECTION  B PERFORMANCE  EVALUATION  ‘ 

W - Weak  Performance  ranges  from  wholly  Inadequate  to  slightly  lass  than  satisfactory.  A rating  In  this  category  requires 

positive  remedial  action.  The  nature  of  the  action  could  range  from  counseling,  to  further  training,  to  placing  on 
probation,  to  reassignment  or  to  separation.  Describe  action  token  or  proposed  In  Section  C. 

A - Adequate  Performance  meets  all  requirements.  It  is  entirely  satisfactory  and  Is  characterized  neither  by  deficiency  nor 
excellence. 

P • Proficient  Performance  is  more  than  satisfactory.  Desired  results  are  being  produced  in  a proficient  manner. 

S --Strong  Performance  Is  characterized  by  exceptional  proficiency. 

0 • Outstanding  Performance  is  so  exceptional  In  relation  to  requirements  of  the  work  and  In  comparison  to  the  performance  of 
other's  doing  similar  work  as  to  warrant  special  recognition. 


_ SPECIFIC  DUTIES 

List  up  to  six  of  the  most  important  specific  duties  performed  during  the  rating  period.  Insert  rating  letter  which  best  describes  the 
manner  in  which  employee  performs  EACH  specific  duty.  Consider  ONLY  effectiveness  in  performance  of  that  duty.  All  employees 
with  supervisory  responsibilities  MUST  be  rated  on  their  ability  to  supervise  (Indicate  number  of  employees  supervised). 

SPECIFIC  DUTY  NO.  t ~ “ Hr  AtTno 


Chief,  Administrative  Staff,  responsible  for  administrative  support  to  the  AD/CR 
and  the  Office  as  a whole,  which  function  is  performed  with  a staff  of  10. 


RATING 

LETTER 


SPECIFIC  DUTY  NO.  2 


RATING 

LETTER 


SPECIFIC  DUTY  NO.  3 


RATING 

LETTER 


RATING 

LETTER 


OVERALL  PERFORMANCE  IN  CURRENTPOSITIOtii  «*'«  " 

. ””  “ ' — r-fc 

Take  into  account  everything  about  the  employee  which  influences  his  effectiveness  In  his  current  position  such  as  per- 
formance of  speclfic_ duties,  productivity,  conduct  on  job,  cooperotiveness,  pertinent  personal  traits  or  habits,  and 
particular  limitations  oLtalents.  Based  on  your  knowledge  of  employee's  overall  performance  during  the  rating  period, 
place  the  letter  In  the  r^t^g  box  corresponding  to  the  statement  which  most  accurately  reflects  his  level  of  performance. 

1 7 APR  ms  \ •• 


RATING 

LETTER 


PREVIOUS  EDITIONS. 


SECTION  C 


i 

( Wtrfb  Fi  1 led  In) 


NARRATIVE  COMMENTS 


Indicate  significant  strengths  or  weaknesses  demonstrated  in  current  position  keopin#£f»n»ehpetsDectlve  their  relationship  to 
overall  performance.  State  suggestions  made  for  improvement  of  work  performance.  Give  reiprMfoitXft^ltfa.rf.aining.  Comment 
on  foreign  language  competence,  if  required  for  current  position.  Amplify  or  explain  ratings  given  in  Section^  ?o  provide  best 
bas  s for  determining  future  personnel  action.  Manner  of  performance  of  managerial  or  supervisory  duties  must  be  described  if 
oppl  icoble.  1 — — — — 1 — 

Miss  Hanson  resigned  from  government  service  on  3 Ap^l  1964.  Her 
performance  during  this  rating  period  continued  to  be  exe  rrlpfUlty'in 
every  respect. 


SECTION  D 

1. 


CERTIFICATION  AND  COMMENTS 

_ BY  EMPLOYEE  

I CERTIFY  THAT  I HAVE  SEEN  SECTIONS  A,  B,  AND  C OF  THIS  REPORT 

[signature  Of  employee  — — — _ — 


BY  SUPERVISOR 


uSSeSSmyTu^0erEv^sVon  BEE,:i  lIF  TH,S  REP0RT  has  not  been  shown  to  employee,  give  explanat 


OFFldlAL  TITLE  OF  SUPERVISt! 


DCQ-Qt;  PR1 N_T_pn_NA M F.  AN D_RJ GN  AT  IJRF_ 


9 Apr  1964 


■ COMMENTS  OF  REVIEWING  OFFICIAL 


AD/CR 


BY  REVIEWING  OFFICIAL 


OFFICIAL  TITLE  OF  REVIEWING  OFFICIAL  ITYPEO  OR  PRINTED  NAME  AND  SIGNATURE 


SECRET 


SECRET 

(Wjydn  Filled  In) 


CAREER  SERVICE 


FITNESS  REPORT 


Wrier 


#r  •***->**«. 


SECTION  A 

I . NAME 


EMPLOYEE  SERIAL  NUMBER  ^ 

(Middle)1' 

E. 


6.  OFFICIAL  POSITION  TITLE 

Admin.  Officer 

9‘  CHECK  IX)  TYPE  OF  APPOINTMENT 

X CAREER  RESERVE  TEMPORARY 

C AR  E ER*P  RO  V ISION  A L (See  Instructions  - Section  C ) 
special  (Specify): 

II.  DATE  REPORT  DUE  IN  O.P. 


. SEX 

«•  GRADE 

5.  SD 

(7  Oj} 

— E 

14 

R OF  ASSIGNMENT 

)/AS 

6.  CURRENT 

HQ 

STATION 

10.  CHECK  (X)  TYPE  OF  REPORT 
I INITIAL 


REASSIGNMENT  SUPERVISOR 
REASSIGNMENT  EMPLOYEE 


L ARELH-PROV.SIONAL  (Poe  metructlone  - Section  C)  X annual  | |REASSIGNMENT  EMPLOYEE 

special  (Specify):  ■ special  (Specily): 

11.  DATE  REPORT  DUE  IN  O.P.  12.  REPORTING  PERIOD  (From-  to-) 

-3/s//2„l  — 3 

SECTION  B PERFORMANCE  EVALUATION  ' ' 

W - Weak  Performance  ranges  from  wholly  inadequate  to  slightly  less  than  satisfactory.  A rating  in  this  category  requires 

positive  remedial  action.  The  nature  of  the  action  could  range  from  counsel ing,  to  further  training,  to  placinq  on 
probation,  to  reassignment  or  to  separation.  De scribe  action  token  or  proposed  in  Section  C. 

A ' Adequate  Performance  meets  all  requirements.  It  is  entirely  satisfactory  and  is  characterized  neither  by  deficiency  nor 
excellence.  1 

P - Proficient  ' Performance  is  more  than  satisfactory.  Desired  results  are  being  produced  in  a proficient  manner. 

S • Strong  Performance  i s characterized  by  exceptional  proficiency. 

0 • S^snjinfl  Performance  is  so  exceptional  in  relation  to  requirements  of  the  work  and  in  comparison  to  the  performance  of 
others  doing  similar  work  as  to  warrant  special  recognition. 

SPECIFIC  DUTIES 

List  up  to  six  of  the  most  important  specific  duties  performed  during  the  rating  period.  Insert  rating  letter  which  best  describes  the 
wfthTne  wh,ch  omP,oy0e . ?.erform^  EACH  specific  duty.  Consider  ONLY  effectiveness  in  performance  of  that  duly.  All  employees 
ith  supervisory  responsibilities  MUST  be  rated  on  their  ability  to  supervise  (indicate  number  of  employees  eupervieed). 

SPECIFIC  QUTY  NO.  1 R AUNG 

__  • LETTER 

Chief,  Administrative  Staff,  responsible  for  administrative  support  to  the  AD/CR  and 

the  Office  as  a whole,  which  function  is  performed  with  a staff  of  10.  O 

SPECIFIC  DUTY  NO.  2 “ " ~ RATING 

‘ •"  ' J } LETTER 


RATING 

LETTER 


SPECIFIC  DUTY  NO.:3 


RATING 

LETTER 


I SPECIFIC  DUTY  NO.  4 


RATING 

LETTER 


I SPEC  IFIC  out  Y Klo.;  3 . : ; : 


RATING 

LETTER 


SPECIFIC  DUTY  NO.  6 


RATING 

LETTER 


OVERALL  PERFORMANCE  IN  CURRENT  POSITION  <7-  aV. 

_ . . '.-i'.  V*  \\  ' " RANTING 

Take  into  account  everything  about  the  employee  which  influences  his  effectiveneii'in  his  current  position  such  as  per-  LETTER 
tormance  of  specific  duties,  productivity,  conduct  on  job,  cooperativeness,  pertinent  personal  traits  or  habits,  and 
particular  limitations  or  talents.  Based  on  your  knowledge  of  employee’s  overall  performance  during  the  rating  period,  ^ 

place  the  letter  in  tt^  ratin^  box  corresponding  to  the  statement  which  most  accurately  reflects, his  level  of  performance.  O 

1 5 may  igr'  X 

> ■ i 11  1 GfiOUP  1 

FORM  AC  \ / lEsduded  <T©m  automatic! 

4-62  OBSOx  PREVIOUS  EDITIONS.  jfcCIR'CI  downgrading  and 


J GfiOUP  1 1 

Eiduded  from  outomatle 
downgrading  and 
d .dots  ffaqt  ton 


SECRET 

(WheS  Fj  1 led  In) 


SECTION  C 


NARRATIVE  COMMENTS 


Indicate  significant  strengths  or  weaknesses  demonstrated  in  current  position  keeping  in  pf6pd//prf»B»ctive  their  relationship  to 
overall  performance,  Stote  suggestions  made  for  improvement  of  work  performance.  Give  recommenSafioW^/fbcIraining.  Comment 
on  foreign  language  competence,  if  required  for  current  position.  Amplify  or  explain  rotings  given  in  Section  B'to  provide  best 
basis  for  determining  future  personnel  action.  Manner  of  performance  of  manageria  w up^rvi  sory  duties  must  be  described,  if 


applicable. 


ii 


to  M ’« 

to  duty  an 


It  is  difficult  to  overstate  the  case  for  Miss  Hanson.  Her  devotion  to  duty'&nd  hard 
work  in  continually  assessing  the  people  and  programs  of  the  Ofiftqe^Ao  make  its 
contribution  to  the  Agency  maximal,  and  to  ensure  its  regular  re-vitali&ation,  are 
without  precedent.  Within  her  own  staff,  she  has  selected  as  assistants  extremely 
competent  people  and  is  constantly  encouraging  and  developing  her  junior  people  for 
positions  of  greater  responsibility  elsewhere.  Her  knowledge  of  and  dealing  with 
budgetary  and  personnel  matters  have  been  acknowledged  by  others  outside  the 
Office  as  exemplary. 

Modest  about  her  own  contribution,  Miss  Hanson  is  quick  to  give  credit  to 
others. 


Miss  Hanson  was  one  of  two  Agency  nominees  for  the  First  Annual  Federal 
Woman's  Award;  she  received  from  the  DCI  a Citation  for  Outstanding  Performance 
in  1955.  More  recently  she  received  a letter  of  appreciation  from  General  Carter, 
DDCI,  for  heading  a group  of  Agency  employees  in  charge  of  decorating  Headquarters 
last  Christmas  with  great  success.  We  will  continue  to  consider  her  nomination  for 
appropriate  recognition. 


SECTION  D CERTIFICATION  AND  COMMENTS 

1; BY  EMPLOYEE 


f CERTIFY  THAT  I HAVE  SEEN  SECTIONS  A,  B,  AND  C OF  THIS  REPORT 


SECRET 


(When  Filled  In) 


SECTION  C 

NARRATIVE  COMMENTS 

Indicate  significant  strengths  or  weaknesses  demonstrated  in  current  position  keepin$^frt»efcBecsDective  their  relationship  to 
overall  performance.  State  suggestions  made  for  improvement  of  work  performance.  Give  redbrMherftBft^yJ tfajrtiaining.  Comment 
on  foreign  language  competence,  if  required  for  current  position.  Amplify  or  exploin  ratings  given  in  Section  tffo  provide  best 
basis  for  determining  future  personnel  action.  Manner  of  performance  of  manaqerial  or  supervisory  duties  must  he  HesnriheH  if 

applicable.  " ~~  ~ — — - ■' — - 

nl7  9 St  AH  *£i/ 

Miss  Hanson  resigned  from  government  service  on  3 Ap^l  1964.  Her 
performance  during  this  rating  period  continued  to  be  exenipfUlty'in 
every  respect. 

SECTION  D 

CERTIFICATION  AND  COMMENTS 

_ 

l. 

BY  EMPLOYEE 

/ CERTIFY  THAT  1 HAVE  SEEN  SECTIONS  A,  B,  AND  C OF  THIS  REPORT  j 

DATE 

SIGNATURE  OF  EMPLOYEE 

2. 

BY  SUPERVISOR 

MONTHS  EMPLOYEE  HAS  BEEN 
UNDER  MY  SUPERVISION 

3 . 

IF  THIS  REPORT  HAS  NOT  BEEN  SHOWN  TO  EMPLOYEE,  GIVE  EXPLANATION 

i 

/ 

9 Apr  1964 

OFFICIAL  TITLE  OF  SUPERVISOR 

AD/CR 

* 

3. 

BY  REVIEWING  OFFICIAL 

7 

/ 

COMMENTS  OF  REVIEWING  OFFICIAL 

date 

OFFICIAL  TITLE  OF  REVIEWING  OFFICIAL 

TYPED  OR  PRINTED  NAME  AND  SIGNATURE 

SECRET 


CENTRAL 


INTELLIGENCE  AGENCY 
OFFICE  OF  CENTRAL  REFERENCE 


16  April  1962 


MEMORANDUM  FOR:  Director  of  Personnel 


SUBJECT: 


Fitness  Report  - Helen  E.  Hanson 


1.  In  October  of  this  year  Miss  Hanson  will  celebrate  her  fifteenth 
anniversary  in  the  Agency.  Her  record  throughout  the  years  has  been 
outstanding  and  this  past  year  has  been  no  exception. 

2.  Miss  Hanson  has  continued  to  demonstrate  the  high  degree  of 
initiative,  judgement,  integrity  and  professional  competence  which  has 
invariably  characterized  her  performance.  Her  sound  advice  and  counsel 

provide  the  major  contribution  to  my  policy  decisions  on  administrative 
matters. 


. 4U  3*  Generally  over-looked  in  evaluations  of  Miss  Hanson’s  performance 
is  the  degree  to  which  she  has  concerned  herself  with  employee  morale.  Her 
efforts  in  this  connection  are  less  well  known  but  are  as  highly  rated  by  me 
as  are  her  more  formal  duties.  By  reason  of  her  sincerity  and  motivation, 
her  congenial  and  cooperative  attitude,  her  fine  character  and  her  discreet 
and  confidential  handling  of  personal  problems,  Miss  Hanson  has  earned  the 
respect  and  confidence  of  OCR  employees  in  general. 


^Assistant  Director 
Central  Reference 


Noted 


: <r 


Helen  E.  Hanson 


Date:  / ^ / 96  2 ^ 


CENTRAL  INTELLIGENCE  AGENCY 
OFFICE  OF  CENTRAL  REFERENCE 

5 May  1961 

FOR:  Director  of  Personnel 
SUBJECT:  Helen  E.  Hanson  - Fitness  Report 


Miss  Hanson  was  nominated  by  OCR  for  the  First  Annual  Federal 
Woman's  Award.  The  Career  Council  approved  that  nomination  ahd 
forwarded  her  papers  as  one  of  the  two  outstanding  women  of  CIA.  It 
would  be  difficult  to  add  anything  to  the  already  high  regard  which 
Miss  Hanson  enjoys  in  this  Office  or  the  Agency. 

, * 


Deputy  Assistant  Director 
Central  Reference 


Concur: 


Date 


Noted: 


Helen  E,  Hanson 


9 /jte/ 

Date  ' 


CENTRAL  INTELLIGENCE  AGENCY 
OFFICE  OF  CENTRAL  REFERENCE 


11  April  i960 


MEMORANDUM  FOR:  Director  of  Personnel 

SUBJECT:  Helen  E.  Hanson-  Fitness  Report 


...  Miss  Hanson  has  been  Chief,  Administrative  Staff,  since  . 
September  1948.-  She  has  always  had  the  complete  confidence 
of  the  Office  management  as  may  be  seen  from  the  Fitness  Reports 
prepared  over  the  years.  Furthermore,  she  has  received  a 
Certificate  of  Merit  from  the  DC I.  There  is  little  else  I can 
add  to  such  a record. 


Deputy  As  slsiant'DIre  ctor 
Central  Reference 


Concurrence: 


^ 1 inr.o 

Date 


Noted: 


Sjk 

Helen  E.  Hanson 


^ 1 nop  ■jncn 


Date 


SECRET 

on  Filled  In ) 


///a/ Ay 

JCR  CAREER  SERVICE^ 


FITNESS  REPORT 


SECTION  A 


EMPLOYEE  SERIAL  NUMBER 


GENERAL 


1 . NAME 

(Last) 

(First) 

(Middle) 

2.  DATE  OF  BIRTH 

3.  SEX 

4.  GRADE 

HANSON 

Helen 

E. 

16  July  1913 

F 

GS-lU 

5.  SER  V 

LCE_DESi 

GNAT  ION 

fi.  OFFICIAL  POSITION  TITLE 

Adrrdnistrative  Officer 

7.  OFF/DIV/BR  OF  ASSIGNMENT 

OCH/OAD/Adrnin  Staff 

CAREER  STAFF  STATUS 


TYPE  OF  REPORT 


j 

> 

19 

MEMBER 

DEFERRED 

! 

INITIAL 

REASSIGNMENT/SUPERVISOR 

| PENDING 

DECLINED 

DENIED 

m 

ANNUAL 

REASSIGNMENT/EMPLOY  EE 

10.  DATE  REPORT  DUE  IN  O.P. 

30  April  1959 


II.  REPORTING  PERIOD 

Y^lpr  58-31  Mar  5? 


SPECIAL  (Specify) 


SECTION  B 


EVALUATION  OF  PERFORMANCE  OF  SPECIFIC  DUTIES 


List  up  to  six  of  the  most  important  specific  duties  performed  during'the  rating  period.  Insert  rating  number  which  best  describes  the 
manner  in  which  employee  performs  EACH  specific  duty.  Consider  ONLY  effectiveness  in  performance  of  that  duty.  All  employees 
with  supervisory  responsibilities  MUST  be  rated  on  their  ability  to  supervise  (Indicate  number  0/  employees  supervised). 


1 - Unsatisfactory  2 - Barely  adequate  3 - Acceptable 

1 4 - Competent  |5  - Excellent  [6  - Superior  [7  - Outstanding 

SPECIFIC  DUTY  NO.  1 

Directs  Administrative  Staff 

RATING 

NO. 

; 7 

SPECIFIC  DUTY  NO.  4 

Conducts  liaison  with  other  adminis- 
trative units  * . . 

RATING 

NO. 

7 

SPECIFIC  DUT  Y NO.  2 

• 

Implements  personnel  policy  determine 
by  Career  Service  Board 

■ 

SPECIFIC  DUTY  NO.  5 j 

Recommends  administrative  policies 
to  AD/CR 

RATING 

NO. 

6 

SPECIFIC  DUTY  NO.  3 

Prepares  OCR  budget 

RATING 

NO. 

6 

SPECIFIC  DUTY  NO.  6 

RATING 

NO. 

SECTION  C EVALUATION  OF  OVERALL  PERFORMANCE  IN  CURRENT  POSITION 

Take  into  account  everything  about  the  employee  which  influences  his  effectiveness  in  his  current  position  - performance  of  specific 
duties,  productivity,  conduct  on  job,  cooperativeness,  pertinent  personal  traits  or  habits,  particular  limitations  or  talents.  Based  on 
your  knowledge  of  employee's  overall  performance  during  the  rating  period,  place  the  rating  number  in  the  box  corresponding  to  the 
statement  which  most  accurately  reflects  his  level  of  performance. 

1 - Performance  in  many  important  respects  fails  to  meet  requirements. 

2 - Performance  meets  most  requirements  but  Is  deficient  in  one  or  more  important  respects, 

3 - Performance  clearly  meets  basic  requirements. 

4 - Performance  clearly  exceeds  basic  requirements. 

5 - Performance  in  every  important  respect  is  superior. 

6 - Performance  in  every  respect  is  outstanding. 

RATING 

NO. 

5 

SECTION  D DESCRIPTION  OF  THE  EMPLOYEE 

In  the  rating  boxes  below,  check  (X)  the  degree  to  which  each  characteristic  applies  to  the  employee 

1 - Least  possible  degree  |2  - Limited  degree  | 3 - Normal  degree  |4  • Above  average  degree  j 

5 - Outstanding  degree 

CHARACTERISTICS 

NOT 
APPLI- 
CABLE j 

NOT 

OB- 

SERVED 

RATING 

i 

2 

3 

4 

5 

GETS  THINGS  DONE 

mm 

RESOURCEFUL 

rm 

ACCEPTS  RESPONSIBILITIES  ''  •• 

* 

X 

CAN  MAKE  DECISIONS  ON  HIS  OWN  WHEN  NEED  ARISES  " 

DOES  HIS  JOB  WITHO'UT:STRONG  SUPPORT  ' ' 

X 

FACILITATES  SMOOTH  OPERATION  OF  HIS  OFFICE 

WRITES  EFFECTIVELY 

SECURITY  CONSCIOUS 

■ 

X 

THINKS  CLEARLY 

| 

X 

DISCIPLINE  IN  ORIGINATING,  MAINTAINING  AND  DISPOSING  OF  RECORDS 

| 

OTHER  (Specify): 

Mmm 

WMM 

SEE  SECTION  *E*  ON  REVERSE  SIDE 


FORM  a r 

B-58  OBSOLETE  PREVIOUS  EDITIONS. 


Sp^RET 


(4) 


SECTION  E 


en  Filled  In ) 


NARRATIVE  DESCRIPTION  OF  MANNER  OF  JOB  PERFORMANCE 


Stress  strengths  and  weaknesses  demonstrated  in  current  position.  Indicate  suggestions  mad e/ {^e mol o v ee  for  improvement  of  his 
work.  Give  recommendations  for  his  training.  Describe,  if  appropriate,  his  potential  for  development*  ancf  (fa  resuming  greater  re- 
sponsibilities. Amplify  or  explain,  if  appropriate,  ratings  given  in  SECTIONS  B,  C,  and  D to  provide  the  beitbWJs  for  determinin 
future  personnel  actions. 

kH  2 At 


n'n  / a 

lsoPH'% 

Miss  Hanson's  attributes  and  value  to  this  Office  have  been  detailed  in  every 
Fitness  Report  made  on  her.  There  is  no  need  to  repeat  t KeiMoa#*  efforts  to 
minimize  administrative  costs  continue  to  be  superior. 


SECTION  F 

CERTIFICATION  AND  COMMENTS 

1. 

BY  EMPLOYEE 

f , D and  E of  this  Report. 

IMPLIES  / 

BY  SUPERVISOR  " ' 

MONTHS  EMPLOYEE  HAS  BEEN  IF  THIS  REPORT  HAS  NOT  BEEN  SHOWN  TO  EMPLOYEE,  GIVE  EXPLANATION 

.UNDER  MY  SUPERVISION  ..  ’ 


IF  REPORT  IS  NOT  BEING  MADE  AT  THIS  TIME,  GIVE  REASON.  - -■*.* 

EMPLOYEE  UNDER  MY  SUPERVISION  LESS  THAN  90  DAYS  J J R EPOR  T MADE  WITHIN  LAST  90  DAYS 

OTHER  (Specify): 

DATE  OFFICIAL  TITLE  OF  SUPERVISOR  “ LyU 

J-  APR  1959  Deputy  Assistant  Director/CR  | 

3-  BY  REVIEWING  OFFICIAL . 

X I WOULD  HAVE  GIVEN  THIS  EMPLOYEE  ABOUT  THE  SAME  EVALUATION. 

I WOULD  HAVE  GIVEN  THIS  EMPLOYEE  A HIGHER  EVALUATION. 

I WOULD  HAVE  GIVEN  THIS  EMPLOYEE  A LOWER  EVALUATION.  ~ "" 

I CANNOT  JUDGE  THESE  EVALUATIONS.  I AM  NOT  SUFFICIENTLY  FAMILIAR  WITH  THE  EMPLOYEE'S  PERFORMANCE. 
COMMENTS  OF  REVIEWING  OFFICIAL 


APR  1959 


OFFICIAL  TITLE  OF  REVIEWING  OFFICIAL^ 

Assistant  Director/CR 


RET 


is  rating  period. 


2.  ratings  on  performance  of  specific  duties 

DIRECTIONS:  ” ~7  " 

3.  State  in  the  spaces  below  up  to  six  of  the  more  impo  formed  during  this  rating  period. 

Flace  the  most  important  first.  Do  not  include  minor  or  unimportant  duties, 

b.  Rate  performance  on  each  specific  duty  cons ider ing  ONLY  effectiveness  in  performance  of  this  specific  duty. 

c.  For  supervisors,  ability  to  supervise  will  always  be  rated  as  a spec i f i c duty  ( do  not  rate  as  supervisors  those 

who  sup  e r v i s e a s ec  r e t a ry  on  I y ) . A «\ 

d.  Compare  in  your  mind,  when  possible,  the  individiUlTbe^ig  ?atB&  fiUlfEflhers  performing  the  same  duty  at  a 

similar  level  of  responsibility.  J JO 

e.  Two  individuals  with  the  same  job  title  may  be  performing  different  duties.  If  so,  rate  them  on  different 
duties. 

f.  Be  specific.  Examples  of  the  kind  of  duties  that  might  biiiatei  jee: 

ORAL  BRIEFING  HAS  AND  USES  XwftliocE  CONDUCTS  INTERROGATIONS 

GIVING  LECTURES  DEVELOPS  NEW  PROGRAMS  PREPARES  SUMMARIES 

CONDUCTING  SEMINARS  ANALYZES  INDUSTRIAL  REPORTS  TRANSLATES  GERMAN 

WRITING  TECHNICAL  REPORTS  MANAGES  FILES  DEBRIEFING  SOURCES 

CONDUCTING  EXTERNAL  LIAISON  OPERATES  RADIO  KEEPS  BOOKS 

TYPING  COORDINATES  WITH  OTHER  OFFICES  DRIVES  TRUCK 

TAKING  DICTATION  WRITES  REGULATIONS  MAINTAINS  AIR  CONDITIONING 

• u SUPERVISING  PREPARES  CORRESPONDENCE  EVALUATES  SIGNIFICANCE  OF  DATA 

g.  ror  some  jobs,  duties  may  be  broken  down  even  further  if  supervisor  considers  it  advisable,  e.g. , combined  key 

and  phone  operation,  in  the  case  of  a radio  operator..  N 


CONDUCTS  INTERROGATIONS 
PREPARES  SUMMARIES 
TRANSLATES  GERMAN 
DEBRIEFING  SOURCES  ' 

KEEPS  BOOKS  I 

DR1 VES  TRUCK  \ 

MAINTAINS  AIR  CONDITIONING 
EVALUATES  SIGNIFICANCE  OF  DATA 


1 • INCOMPETENT  IN  the  performance  OF  THIS  DUTY 
.2  - BARELY  ADEQUATE  IN  THE  PERFORMANCE  OF  THIS 
DESCRIPTIVE  DUTY 

RATING  3 - PERFORMS  THIS  DUTY  ACCEPTABLY 

NUMBER  4 . PERFORMS  THIS  OU TY  IN  A COMPETENT  MANNER 

5 • PERFORMS  THIS  DUTY  IN  SUCH  A FINE  MANNER 

THAT  HE  IS  A D(  STINCT  ASSET  ON  HIS  JOB 

SPECI  FI  C DUTY  NO.  1 _ " f R A T I N G I S P E C 


PERFORMS  THIS  DUTY  IN  AN  OUTSTANDING  MANNER 
FOUND  IN  VERY  FEW  INDIVIDUALS  HOLDING  SIMI- 
LAR JOBS 

EXCELS  ANYONE  I KNOW  IN  THE  PERFORMANCE  OF 
TH IS  DUTY 


RATING  SPECIFIC  Duty  no.  4 
NUMBER 


Directs  Administrative  Staff 


7 Conducts  Liaison  w/ other  Admin  Units 


SPECIFIC  DUTY  NO.  2 


RATING  SPECIFIC  DUTY  NO.  5 
NUMBER 


Implements  Personnel  Policy 


6 Recommends  Administrative  policies 


SPECIFIC  DUTY  NO. 


RATING  SPECIFIC  DUTY  NO.  6 
NUMBER 


Prepares  OCR  Budget 


rating 

NUMBER 


•R  AT  ING 
NUMBER 


RATING 

NUMBER 


3.  NARRATIVE  DESCRIPTION  OF  MANNER  OF  JOB  PERFORMANCE 

DIRECTIONS:  Stress  strengths  and  weaknesses,  particularly  those  which  affect  development  on  present  job. 

Mi33  Hanson  has  always  excelled  in  the  execution  of  OCR  administrative  policy, 
particularly  in  the  guidance  of  the  Division  Chiefs  in  this  area.  During  the 
present  rating  period  she  has  also  demonstrated  spontaneity  and  imagination  in 
generating  and  reshaping  that  policy. 


SECTION  D. 

DIRECTIONS: 


SUITABILITY  FOR  CURRENT  JOB  IN  ORGANIZATION 


Take 
e r son a I 
th  othe 
I - DEF 


D I VI  DUAL 
LLY  : 


into  account  here  everything  you  know  about  the  individual productivity,  conduct  in  the  job. 

characteristics  or  habits,  special  defects  or  t a I en t s . . . . and  how  he  fits  in  with  your  team.  Com- 
•rs  doing  similar  work  of  about  the  same  level., 

INITELY  UNSUITABLE  • HE  SHOULD  BE  SEPARATED 

DOUBTFUL  SUI TAB | L t TY. . . WOULD  NOT  HAVE  ACCEPTED  HIM  IF  I HAD  KNOWN  WHAT  I KNOW  NOW 

lARELY  ACCEPTABLE  EM P L 0 Y E E . . . B E LO W AVERAGE  BUT  WITH  NO  WEAKNESSES  SUFFICIENTLY  OUTSTANDING  TO  WAR- 
T HIS  SEP ARAT I ON 

THE  SAME  SUITABILITY  AS  MOST  PEOPLE  I KNOW  IN  THE  ORGANIZATION 
INE  EMPLOYEE  • HAS  SOME  OUTSTANDING  STRENGTHS 

UNUSUALLY  STRONG  PERSON  IN  TERMS  OF  THE  REQUIREMENTS  OF  THE  ORGANIZATION 
ELLED  BY  ONLY  A FEW  IN  SUITABILITY  FOR  WORK  IN  THE  ORGANIZATION 

BETTER  SUITED  FOR  WORK’  IN  SOME  OTHER  POSITION  IN  THE_ ORGAN  I ZATION?  PH  Tx 1 no.  if  YES, 


SEGftET 


, (When  Filled  In)  t 


FITNESS  REPORT  (Parti)  PERFORMANCE 

* " T — — 

_____ IN  STRUCK  QMS 

FOR  THE  ADMINISTRATIVE  OFFICER:  Consult  current  instructions  (or  completing  this  rcporl~ 

FOR  THE  SUPERVISOR:  This  report  is  designed  to  help  you  express  your  evaluation  of  your  subordinate  and  to  transmit 
this  evaluation  to  your  supervisor  and  senior  officials.  Organization  policy  requires  that  you  inform  the  subordi- 
nate where  he  stands  with  you.  Completion  of  the  report  can  help  you  prepare  for  n discussion  with  him  of  his 
strengths  and  weaknesses.  It  is  also  organization  policy  that  you  show  Part  I of  this  report  to  the  employee  except 
under  conditions  specified  in  Regulation  20-370.  It  is  recommended  that  you  read  the  entire  form  before  completing 
any  question.  If  this  is  the  initial  report  on  the  employee,  it  must  be  completed  and  forwarded  to  the  Office  of 
Per  sonne  I no  later  than  30  days  after  the  date  indicated  in  item  8,  of  Section  "r\"  below. 


SECTION  A. 


(Las t ) 


(First ) 


HANSON  Helen 

5.  off  ice/di vi sion/ bran  ch  of  assignment 


GENERAL 

(Middle)  2.  DATE  OF  BIRTH  3. 

E 16  July  1913 

6.  OFFICIAL  POSITION  TITLE 


DES I GNAT  I ON 


QCR/.Q/^D/Adm1  nl  fitrntlye  Staff 1 Administrative  Officer 

7.  GRAbe  8.  DATE  REPORT  DUE  IN  OP  9.  PERIOD  COVERED  BY  TH I S REPORT  (Inclusive  dates)  ~ 

_GS-l4  11  Oct  1958 I 6 Oct  1957  - 6 Oct  1958 

10.  TYPE  OF  REPORT  initial  a e a s s l cm m c « t- Su  p C n v i s o « ( special  TSdrc  i (v  ) 

(Chock  one) — — I ' y 

X ANNUAL  fi  C A S S I GNMENT-  EMPLOYEE  j 

§iLTJ_°N  B-  CERTIFICATION 

*’  £■?..? ™ E - R AT,L^?  THIS  REPORT  j XI  HAS  f | HAS  NOT  BEEN  SHOWN  TO  THE  INDIVIDUAL  RATED.  I.F  NOT  SHOWN.  EXPLAIN  WHY 


REASSI  GNMCN  T-  Su  P C R V I SOR 
R£ASS) GNMENT- EMPLOYEE 


^ CtjECK,  (X)  APPROPRIATE  STATEMENTS:. 

XH  I S .Htn  6 R.T  R CFL  ECT  S M Y-  0 WN  OPINIONS  OF  . THIS  I N 0,1  • 
X VI0UAL. 

THIS  REPORT  RCPLCCTS  THE  COMBINED  OPINIONS  OF  MYSELF 
AN  0 PREVIOUS  SUPERVISORS. 


IF  INDIVIDUAL  I S R A T.E  D . " 1. I N Cj.  0*  ,D,  A,  WARNING  LET- 
TER  WAS  SENT  TO  HIM  ft  A COPY  ATTACHED.,  TO  THIS  REPORT. 

i cannot  certify  that  the  rated  individual  knows  how 
I EVALUATE  MIS  JOB  PERFORMANCE  BECAUSE  (Specify)'. 


I HAVE  DISCUSSED  II  TH  THIS  EMPL0YEEHIS  STRENGTHS 
AND  WEAKNESSES  SO  THAT  HE  KNOWS  WHERE.  HE  STANDS. 


B . THIS  DATE 


. . D.  SUPERVISOR'S  OFFICIAL  TITLE 

_2 6.  September  1958  Jn-Hnp  flg»ip+.pm+.  THT»ar»+.f.T»/r;R 

2'  -?R-  THE  REVIEWING  OFF  I C-I-WL-:-  « tcLmj-.NT  yubi  r»NTr«L-u  1 1 h Hrea — OF  DPTNT0N  WITH  TffE  SUPERVISOR  OR  ANY  OTHER  IN- 

FORMATION.  WHICH  WILL  LEAD  TO  A 8FTTER  UNDERSTANDING  OF  THIS  REPORT. 


j!  Posted  Pos.  Ccr.Tc!  * ' 

I — 

Reviewed  by  PUD 


date 

J m 


( j CONTINUED  ON  ATTACH  EO  SHEET 

I certify  that  any  subs  t an  1 1 a l^d  i f f o r ence  of  opinion  wJl)  h the  supervisor  is  reflected  in  the  above  sec  t ion. 

A.  THIS  DALR  / _ B[  ^R  E V I EWING  C.  OFFICIAL  T I TL  E 0 F R E V I E W I N G OFFICIAL 

^ A/|l  I nnr 

SECTION  C.  ' JOB  PERFORMANCE  EVALUATION  

1 ■ RAT  I NG  ON  GENERAL  PERFORMANCE  OF  DUTIES 

DIRECTIONS.  Consider  ONLY  the  productivity  and  effectiveness  with  which  the  individual  being  rated  has  performed 
F j*  . Rl  Ip®  during  the  rating  period.  Compare  him  ONLY  with  others  doing  similar  work  at  a similar  level  of  respon- 
sibility. Factors  other  than  productivity  will  be  taken  into  account  later  in  Section  D. 

—“j  1 • DOES  NOT  PERFORM  DUTIES  ADEQUATELY;  HE  IS  INCOMPETENT. 

2 • BARELY  ADEQUATE  IN  PERFORMANCE;  ALTHOUGH  HE  HAS  HAD  SPECIFIC  GUIDANCE  OR  TRAINING.  HE  OFTEN  FAILS  TO 

, CARRY  OUT  RESPONSIBILITIES. 

3 * PERFORMS  MOST  OF  HIS  DUTIES  ACCEPTABLY:  OCCASIONALLY  REVEALS  SOME  AREA  OF  WEAKNESS. 

INSERT  4 ' perf°RMS  DUTIES  IN  A COMPETENT,  EFFECTIVE  MANNER. 

RATING  5 ’ * FINE  PERFORMANCE:  CARRIES  OUT  MANY  OF  HIS  RESPONSIBILITIES  EXCEPTIONALLY  WELL. 

NUMBER  6 " PERF0RMS  HIS  DUTIES  IN  SUCH  AN  OUTSTANDING  MANNER-  THAT  HE  I S EQUALLED  BY  FEW  OTHER  PERSONS  KNOWN  TO 

THE  SUPERVISOR. 

COMMENTS: 


45  (Part  I)  0F 


REPLACES  PREVIOUS  EOHIONS 
OF  FORMS  45  AND  45*  WHICH 
ARE  OBSOLETE. 


Performance 


^SECRET 

(When  Filled  In) 


3-  INDICATE:  the  approximate  number  of  months  the  rated  employee  has  been  unde 


Qpp y/£  su'per.vj 

'PE  Qi 


4.  COMMENTS  CONCERNING  POTENTIAL 


Extremely  well  suited  for  her  present  job.  She  definitely  nasjbiga  ggiential  to 
take  on  broader  responsibilities  in  the  administrative  field. 


*0-Ok 


SECT  I OK  H. __ FUTURE  PLANS 

'•  training  or  other  developmental  experience  planned  for  the  individual 


Plan  to  sponsor  her  for  membership  in  the  Society  for  Personnel  Administration 
as  suggested  in  her  career  preference  outline. 


2.  NOTE  OTHER  FACTORS.  INCLUDING  PERSONAL  CIRCUMSTANCES.  TO  BE  TAKEN  INTO  ACCOUNT  IN  INDIVIDUAL'S  FUTURE  ASSIGNMENTS 


DIRECTIONS:  This  secti 

the  words  literally, 
the  left  of  each  state 
category  number  which  b 


vided  as  a 
ge  be  lo  w a 
box  under 
how  much  t 


CATEGORY  NUMBER  2 

3 

4 


iTEff 


s^eltk 


(When  Filled  In) 


FITNESS  REPORT  (Part  II)  POTENTIAL 


__ INSTRUCTIONS - 

FOR  THE  ADMINISTRATIVE  OFFICER:  Consult  current  instructions  f or . comp l e t i ng  this  report. 

FOR  THE  SUPERVISOR:  This  report  is  n privileged  commun i c a t i on  to  your  supervisor,  and  to  appropriate  career  manage- 
ment and  personnel  officials  concerning  t tie  potential  of  the  employee  being  rated.  It  is  NOT  to  be  shown  to  the 
rated  employee.  It  is  recommended  that  you  rend  the  entire  report  before  completing  any  question.  Th i s report  is 
to  be  completed  only  after  the  employee  lias  been  under  your  supervision  FOR  AT  LEAST  90  DAYS.  If  less  than90days, 
hold  and  complete  after  thc90days  has  elapsed.  If  this  is  the  INITIAL  REPORT  on  the  employee,  however,  it  MUST  be 
completed  and  forwarded  to  the  OP  no  later  thnn30<lays  after  the  due  date  indicated  in  item  8 of  Section  “E"  below. 

Section  e.  ....  ~ 

NAM£  (Last)  (First)  (Middle)  2.  DATE  OF  BIRTH  3-  SEX  4.  SERVICE  DESIGNATION 

HANSON Helen l6  July  1913 F | 

5.  OFF  ICE/0  I VI  SI  ON /BRANCH  OF  ASSIGNMENT  5.  OFFICIAL  POSITION  TITLE 

/OAD/Adminlstrative  Staff  Administrative  Sfflcer 

7.  GRADE  8.  DATE  REPORT  DUE  IN  OP  9.  Period  COVERED  BY  THIS  REPORT  (Inclusive  dales)  ~ ’ 

-14 ll_Octpber  1951 6 October  1956  - 6 October  1957  

10.  TYPE  OF  REPORT  1 N i r i a l j »f »ssi cnmcn t. sypt rvi son  special  (Specify) 

(Check  one)  — J — — — 


/ .REPLACES  PREVIOUS  EDITIONS)1' 

45  (Part  I I ) OF  FORMS  45  and  4 5*  WHICH  SI 

ARE  OBSOLETE  ' 


Potential 


FORM  NO. 

\ NOV  55 


(When  Filled  In) 


2.  RATINGS  ON  PERFORMANCE  OF  SPECIFIC  DUTIES 
DIRECTIONS: 


IRECTIONS:  ’'C  0/  p? 

a.  State  in  the  spaces  below  up  to  six1  of  the  more  important  SPECIFIC  dutf^i^piBtf  formed  during  this  rating  period. 
Place  the  most  important  first.  Do  not  include  minor  or  unimportant  duties.”W£y 

b.  Rate  performance  on  each  specific  duty  considering  ONLY/i^fectiveness  in  performance  of  this  specific  duty. 

c*  Fbr  supervisors,  ability  to  supervise  will  always  be  raVC,  tffje  specific  dutyfdo  not  rate  as  supervisors  those 
who  supervise  a secretary  only).  — V - 

d.  Compare  in  your  mind,  when  possible,  the  individual  being  r a £ed— s performing  the  same  duty  at  a 

similar  level  of  responsibility.  ” v/ 

e.  Two  individuals  with  the  same  job  title  may  be  performing  different  duties.  If  so,  rate  them  on  different 

duties.  MAH  r, 

f.  Be  specific.  Examples  of  the  kind  of  duties  that  might  be  rated*! Aifjtj 

ORAL  BRIEFING  NAS  AND  USES  AREA  KNOWLEDGE  CONDUCTS  INTERROGATIONS 

GIVING  LECTURES  DEVELOPS  NEW  PROGRAMS  PREPARES  SUMMARIES 

CONDUCTING  SEMINARS  ANALYZES  INDUSTRIAL  REPORTS  TRANSLATES  GERMAN 

WRITING  TECHNICAL  REPORTS  MANAGES  FILES  DEBRIEFING  SOURCES 

CONDUCTING  EXTERNAL  LIAISON  OPERATES  RADIO  KEEPS  BOOKS 

TYPING  COORDINATES  WITH  OTHER  OFFICES  DRIVES  TRUCK 

TAKING  DICTATION  WRITES  REGULATIONS  MAINTAINS  AIR  CONDITIONING 

SUPERVISING  PREPARES  CORRESPONDENCE  EVALUATES  SIGNIFICANCE  OF  DATA 

g.  For  some  jobs,  duties  may  be  broken  down  even  further  if  supervisor  considers  it  advisable,  e. g. ,.  combined  key 
and  phone  operation,  in  the  case  of  a radio  operator. 


1 • INCOMPETENT  IN  THE  PERFORMANCE  OF  THIS  DUTY 

2 ■ BARELY  ADEOUATE  IN  THE  PERFORMANCE  OF  THIS 

DESCRIPTIVE  DUTY 

RATING  3 • PERFORMS  THIS  DUTY  ACCEPTABLY 

NUMBER  A ■ PERFORMS  THIS  DUTY  IN  A COMPETENT  MANNER 

5 ■ PERFORMS  THIS  DUTY  IN  SUCH  A FINE  MANNER 
THAT  HE  IS  A DISTINCT  ASSET  ON  HIS  JOB 


6 • PERFORMS  THIS  DUTY  IN  AN  OUTSTANDING  MANNER 

FOUND  IN  VERY  FEW  I N D I V I DU  AL  S.  HOL  D I N G SIMI- 
LAR JOBS 

7 • EXCELS  ANYONE  I KNOW  IN  THE  PERFORMANCE  OF 

th  is  Duty 


SPECIFIC  DUTY  NO.  I 


Directs  Administrative  Staff 


SPECIFIC  DUTY  NO.  2 


Implements  Personnel  Policy 


SPECIFIC  DUTY  NO.  3 


Prepares  OCR  Budget 


RATING  SPECIFIC  DUTY  NO.  4 

dumber  Conducts  Liaison  w/other  Admin. 
i Units 

RATING  SPECIFIC  DUTY  NO.  5 

number  Recommends  Administrative 
6 Policies 


RATING  SPECIFIC  DUTY  NO. 
NUMBER 


RATING 

NUMBER 


R AT  ING 
NUMBER 


RATING 

NUMBER 


e 


. NARRATIVE  DESCRIPTION  OF  MANNER  OF  JOB  PERFORMANCE 
DIRECTIONS:  Stress  strengths  and  weaknesses,  particularly  those  which  affect  development  on  present  job. 

Miss  Hanson  has  proved  her  ability  to  guide  and  direct  OCR  administrative  opera- 
tions. She  is  an  outstanding  person  - her  work  is  always  thorough  and  effective, 
and  her  manner  is  always  friendly  and  cooperative.. 


SECT  I OH  D. SUITABILITY  FOR  CURRENT  JOB  IN  ORGANIZATION 


DIRECTIONS:  Take  into  account  here  everything  you  know  about  the  individual product!  vi  ty , conduct  in  the  job, 

pertinent  personal  characteristics  or  habits,  special  defects  or  talents.... and  how  he  fits  in  with  your  te  am.  Com- 
pare him  with  others  doing  similar  work  of  about  the  same  level. 

1 ■ DEFINITELY  UNSUITABLE-  he  SHOULD  BE  SEPARATED 

2 - OF  DOUBTFUL  SU I TAB  I L I TY  . . . WOULD  NOT  HAVE  ACCEPTED  HIM  IF  I HAD  KNOWN  WHAT  I KNOW  NOW 

3 • A BARELY  ACCEPTABLE  EM P L 0 Y E E . . . B E LO W AVERAGE  BUT  WITH  NO  WEAKNESSES  SUFFICIENTLY  OUTSTANDING  TO  WAR- 

7 RANT  HIS  SEPARATION 

4 * OF  THE  SAME  SUITABILITY  AS  MOST  PEOPLE  I KNOW  IN  THE  ORGANIZATION 

RATING  5 ’ A F,NE  EMPLOYEE  - HAS  SOME  OUTSTANDING  STRENGTHS 

NUMBER  6 ' AN  UNUSUALLY  STRONG  PERSON  IN  TERMS  OF  THE  REQUIREMENTS  OF  THE  ORGANIZATION 

7 - EXCELLED  BY  ONLY  A FEW  IN  SUITABILITY  FOR  WORK  IN  THE  ORGANIZATION 

IS  THIS  INDIVIDUAL  BETTER  SUITED  FOR  WORK  IN  SOME  OTHER  POSITION  IN  THE  ORGANIZATION?  { I YES  (Y  I no.  IF  YES, 
EXPLAIN  FULLY:  


RATING 

NUMBER 


SEpR^T 


SEGidfT 

' If /Ten  Fii  led  In) 


3-  INDICATE  THE  APPROXIMATE  NUMBER  OF  MONTHS  THE  RATED  EMPLOYEE  HAS  BEEN  UNDER  YO  U kh V I S I ON 

4 8 Pf.- 


4.  COMMENTS  CONCERN 1NG  POTENTIAL 


Miss  Hanson  would  undoubtedly  turn  in  an  outstanding  perfornikinc^  inf  nearly  any 
administrative  type  of  work  which  was  suitable  for  a woman.  <f7}f  ^ 


SECTION  H.  FUTURE  PLANS  

!•  TRAINING  or  other  developmental  experience  planned  for  the  individual 


2.  note  other  factors,  including  personal  C I RCUMSTANCES . to  be  taken  into  account  in  individual 


SEertgr 

(When  Filled  In) 


FITNESS  REPORT  (Part  II)  POTENTIAL 


FOR  THE  ADMINTSTRATIVF:  OFFICER: 


INSTRUCTION  S 

Consult  current  instructions  for  completing  this  report. 


FOR  THE  SUPERVISOR:  Th i s report  is  n privileged  communi cut  ion  to  your  supervisor,  and  to  appropriate  career  manage- 
ment and  pc  r sonne  1 o I f i c i a 1 s concerning  the  potential  of  the  employee  being  rated.  It  is  NOT  to  be  shown  to  the 
rated  employee.  It  .s  recommended  that  you  read  the  entire  report  before  completing  any  question.  Tit  i s report  is 
to  be  completed  only  after  the  employee  has  been  -under  your  supervision  FOR  AT  LEAST  90  DAYS.  If  less  than  90  days 
hold  and  complete  after  thc90days  has  elapsed.  If  this  is  the  INITI AL  REPORT  on  the  employee,  however,  it  MUST  be 
completed  and  forwarded  to  the  OF  no  later  than30ilays  after  the  due  date  indicated  in  item  8 of  Section  ''F."  below. 


SECTION  E. 


GENERAL 


(First ) 


HANSON  Helen _ 

5.  OFF  I CE/D I V I S I On/ BRANCH  OF  ASSIGNMENT 

OCR/OAD/ Administrative  Staff 

1 • GRADE I 8- DATE  REPORT  DUE  IN 'OP 


(Middle)  2.  DATE  OF  BIRTH  3.  SEX  4-  S 

B.  16  July  1913  F 

6-  OFFICIAL  P 0 5 I T ION  TITLE 

Administrative  Officer  _ 

9.  PERIOD  COVERED  BY-THIS  REPORT  (Inclusive  dates) 

7 October  1955  - 6 Oetober  1956  


GS-14 


11  October  1956 


10.  TYPE  OF  REPORT 
( Ch cck  one) 

SECTION  F. 


S(C-0-v/_i-^c_p  E S I GN  A T I ON 


ft  E A S $ I GNMCN  T-  SUPERVI  SOD 
REASS  I GNMENT-  EMPLOYEE 


» E c i a l (Specify) 


dad/cr 


IFFERENCE  OF  OPINION  IN  ATTACHED  MEMO, 
i C-  OFFICIAL  TITLE  OF  REVIEWING  OFFICIAL 

N ad/cr 


ESTIMATE  OF  POTENTIAL 


CERTIFICATION 

1-  £OR  THE  RATER:  I CERTIFY  THAT  THIS  REPORT  REPRESENTS  MY  BEST  JUDGEMENT  OF  THE  INDIVIDUAL  BEING  RATED 

A TH  IS  DATE  B IRC-  SUPERV  I SOR • S OFF  I C I AL  Tl TLE 

2 October  1956  |_  ....  DAD/CR 

2-  FOR  THE  REVIEWING  0 Fj_j  IFFERENCE  OF  OPINION  IN  ATTACHED  MEMO. 

A.THISDATE  0 , ~ OFFICIAL  T I TLE  OF  RE  V I EW I NG  OFFICIAL 

2 October  1956  ^ AD/CR 

SECTION  G. ESTIMATE  OF  POTENTIAL  

POTENTIAL  TO  ASSUME  GREATER  RESPONSIBILITIES 

DIRECTIONS:  Considering  others  of  his  grade  and  type  of  assignment,  rate  the  employee’s  potential  to  assume  greater 
responsibilities.  Think  in  terms  of  the  kind  of  responsibility  encountered  at  the  various  levels  in  his  kind  of 
work. 

1 • ALREADY  ABOVE  THE  LEVEL  AT  WHICH  SATISFACTORY  PERFORMANCE  CAN  BE  EXPECTED 

2 • HAS  REACHED  THE  HIGHEST  LEVEL  AT  WHICH  SATISFACTORY  PERFORMANCE  CAN  BE  EXPECTED 

3 • MAKING  PROGRESS.  BUT  NEEDS  MORE  TIME  BEFORE  HE  CAN  BE  TRAINED  TO  ASSUME  GREATER  RESPONSIBILITIES 

✓ 4 • READY  FOR  TRAINING  IN  ASSUMING  GREATER  RESPONSIBILITIES 

5 * WILL  PROBABLY  ADJUST  QUICKLY  TO  MORE  RESPONSIBLE  DUTIES  WITHOUT  FURTHER  TRAINING 

RATING  6 ' ALREADY  ASSUMING  MORE  RESPONSIBILITIES  THAN  EXPECTED  AT  HIS  PRESENT  LEVEL 

NUMBER  7 ’ AN  EXCEPT 1 °N AL  PERSON  WHO  IS  ONE  OF  THE  FEW  WHO  SHOULD  BE  CONSIDERED  FOR  EARLY  ASSUMPTION  OF  HIGHER 

LEVEL  RESPONSIBILITIES 


RATING 

NUMBER 


2.  SUPERVISORY  POTENTIAL 

DIRECTIONS:  ^ Answer  this  question:  i-Ias  this  person  the  ability  to  be  a supervisor?  | 1 Yes  No  If  your 

answer  i s YES,  indicate  below  your  opinion  or  guess  of  the  level  of  supervisory  ability  this  person  will  reach  AFTER 
UITABLE  TRAINING.  Indicate  your  opinion  by  placing  the  number  of  the  descriptive  rating  below  which  comes  closest 
to  expressing  your  opinion  in  the  appropriate  column.  If  your  rating  is  based  on  observing  him  supervise,  note  your 
rating  in  the  "actual"  column.  If  based  on  opinion  of  his  potential,  note  the  rating  in  the  "potential"  column. 

DESCRIPTIVE  0 * HAVE  N0  0P,NI0N  0N  H,s  SUPERVISORY  POTENTIAL  IN  THIS  SITUATION 

RATING  1 ' BELiEVE  INDIVIDUAL  WOULD  QE  A WEAK  SUPERVISOR  IN  THIS  KIND  OF  SITUATION 

NUMBER  2 * 8EL,EVE  INDIVIDUAL  WOULD  BE  AN  AVERAGE  SUPERVISOR  IN  THIS  KIND  OF  SITUATION 

3 • BEL  I EVE  INDIVIDUAL  WOULD  BE  A STRONG  SUPERVISOR  IN  THIS  SITUATION 

ACTUAL POTENT  I AL  DESCRIPTIVE  SITUATION 

a group  doing  tme  basic  job  ( t ru  c e r s , stenographers,  technicians  or  professional  spe- 

n cialists  of  various  kinds)  where  c;j  n t a immediate  subordinates  is  frequent  (First  line 

_ | supervisor)  if  — ... 


| a group  of  supervisors  who  direct  Ihe  basic  job  (Second  line  siAp-ervT^ 

I pat  - 

A GROUP.  WHO  MAY  OR  MAY  NOT  BE  SUPERVISORS.  WHICH*  0 N S I 0 

AND  POLICY  (Executive  level)  I ** 


ORGAWI  ZATION 


WHEN  CONTACT  WITH  IMMEDIATE  S U B 0 R 0 I NA? 


NOT  f RTMWn  T 


WHEN  IMMEDIATE  SUBORDINATES1  ACTI  VI  TIES'  ARE  DIVERSE  AND  NEED  CARE?“ 


WHEN  IMMEDIATE  SUBORDINATES  INCLUDE  MEMBERS  OF  THE  OPPOSITE  SEX 


other  ( Spec  i fy  ) 


3.-  ur  ll\'REPLACESP#EVIMS  ED.TIONS 

55  HD  irari  II  ) OF  FORMS  45  AND  45*  WHICH  oj 
ARE-  OBSOLETE.  / 


Potential 


?■  ratings  On  performance  of  specific  duties  ■ 

DIRECTIONS:  ~ G-pfr/r  — — — 

;■ k-.rs.LSir,  t ".•suss:  ’•••-  -*-• 

— S&wra-. 

'•  sit;::  &.rr«  aslxs,, '?•“'••  •*•  *~,*'’u,“*  b*“*  •—  -•>•  4*rnr&  *«•  - . 

C'  Iu?iesndiVidUalS  WUh  ^ Same  j°b  Utle  ^ be  performin*  different  duties.  If  so,  rat^Shem  on  different 


ant*!  i r st  ° ’to  n^t^6  imp°rtant  SPECIFIC  duties  per  f^J^d^,  .this  rating  period, 

ant  txrs-t.  Do  not  include  minor  or  unimportant  duties.  ^ 

ach  specific  duty  considering  ONLY  effectiveness  iru  per  f o rmance  of  this  7&iific  duty. 

tafy  only)  8lwflyS  be  r0ted  as  0 spec  i f i$£j,ty  £do  not  rate  as  supervisors  t/,ose| 

I tl)K  An  nnn  « < kl  a ll I < < • ^ ^ » 


...  ■>  — j w yw  lummiv  uiucrei 

duties. 

f.  Be  specific.  Examples  of  the  kind  of  duties  that  might  be  rated  are: 


H*S  AND  USES  AREA  KNOWLEDGE  CC>N&iMtS  INTERROGATIONS 

GIVING  LECTURES  DEVELOPS  NEW  PROGRAMS  PREPARES  SUMMARIES 

CONDUCTING  SEMINARS  ANALYZES  INDUSTRIAL  REPORTS  TRANSLATES  GERMAN^ 

WRITING  TECHNICAL  REPORTS  V AN  AGES  PILES  DEBRIEFING  SOURCES 

CONDUCTING  EXTERNAL  LIAISON  OPERATES  RADIO  KEEPS  BOOKS 

VaPKING  DICTATION  COORDINATES  WITH  OTHER  OFFICES  DRIVES  TRUCK 

SUPERVISING  WRITES  REGULAT I0NS  MAINTAINS  AIR  CONDITIONING 

„ _ . , dvrEKVlUNG  PREPARES  CORRESPONDENCE  EVALUATES  SIGNIFICANCE  of  data 

and  ZAt'  dutles."0y  be  broken  down  even  further  if  supervisor  considers  it  adtiA'bfe  ^g^mbined"^ 
and  phone  operation,  in  the  case  of  a radio  operator.  * ^ 


con9iMts  interrogations 

PREPARES  SUMMARIES 
TRANSLATES  GERMAN 
DEBRIEFING  SOURCES 
KEEPS  BOOKS 
DR I VES  TRUCK 

MAINTAINS  AIR  CONDITIONING 
EVALUATES  SIGNIFICANCE  OF  DATA 


0 E SCR  I P T I VE 
RAT  I N G 
NUMBER 


incompetent  in  the  performance  of  this  duty 

BARELY  ADEOUATE  In  THE  PERFORMANCE  OF  THIS 
DUTY 

PERFORMS  THIS  DUTY  ACCEPTABLY 
PERFORMS  THIS  OUTY  IN  A COMPETENT  MANNER 
PERFORMS  THIS  DUTY  IN  SUCH  A FINE  MANNER 
THAT  HE  IS  A DISTINCT  ASSET  ON  HIS  JOB 


6 • PERFORMS  THIS  DUTY  IN  AN  OUTSTANDING  MANNER 

FOUND  IN  VERY  FEW  INDIVIDUALS  HOLDING  SIMI- 
LAR JOBS 

7 - EXCELS  ANYONE  I KNOW  IN  THE  PERFORMANCE  OF 

this  duty 


SPECIFIC  OUTY  HO.  I 


Directs  Administrative  Staff 


[SPECIFIC  OUTY  MO.  2 


Implements  Personnel  Policy 


SPECIFIC  DUTY  NO.  3 


Prepares  Office  Budget 


RATING  SPECIFIC  DUTY  NO.  4 
NUMBER  n ' , _ , . 

_ Conducts  Liaison  with  other  Admin 
Type  Dnita 

RATING  SPECIFIC  DUTY  NO.  5 ~ 

NUMBER 

6 Recommends  Administrative  Changes 

RATING  SPECIFIC  DUTY  NO.  6 ~ 

NUMBER 


rating1 

NUMBER 


R AT  I N G 
NUMBER 


RATING 

NUMBER 


3.  NARRATIVE  DESCRIPTION  OF  MANNER  OF  JOB  PERFORMANCE  — * 

DIRECTIONS:  Stress  strengths  and  weaknesses,  particularly  those  which  affect  development  on  “present  job. 

Miss  Hanson’s  outstanding  performance  as  an  Administrative  Officer  has  been  commented 
on  by  all  who  have  had  contact  with  her  work,  haB  received  highest  commendation  from 
the  Inspector  General,  and  has  been  recognized  by  an  award  presented  by  the  Director. 
Her  work  is  excellent  in  every  aspect. 


SECTION  D. 


SUITABILITY  FOR  CURRENT  JOB  IN  ORGANIZATION 


“11°  rt»OUnI-  herC  !V!wthing  yOU  kn°W  flb0Ut  the  individual..  ..productivity,  conduct  in  the  job. 

1 T"  °r  fabl.ts:  sP0c'ai  defect , or  talents end  how  he  fits  in  with  your  team.  Cora- 

ers  doing  similar  work  of  about  the  same  level. 

FINITELY  UNSUITABLE  ■ HE  SHOULO  BE  SEPARATED 

aHrUTll  SUITABILITY.  . .WOULD  NOT  HAVE  ACCEPTED  HIM  IF  I HAD  KNOWN  WHAT  I KNOW  NOW 

NT  HIS  SEPARATION  EM P L0Y E E ' ' ' 0 E L0 W AVEHAGE  BUT  "I™  NO  WEAKNESSES  SUFFICIENTLY  OUTSTANDING  TO  WAR. 

THE  SAME  SUITABILITY  AS  MOST  PEOPLE  I KNOW  IN  THE  ORGANIZATION 
FINE  EMPLOYEE  • HAS  SOME  OUTSTANDING  STRENGTHS 
UNUSUALLY  STRONG  PERSON  IN  TERMS  OF  THE  REQUIREMENTS  OF  THE  ORGANIZATION 
CELLED  BY  ONLY  A FEW  IN  SUITABILITY  FOR  WORK  IN  THE  ORGANIZATION 

L BETTER  SUITED  FOR  WORK  IN  SOME  OTHER  POSITION  IN  THE  ORGANIZATION?  I 1 YES  fgl  HO.  |F  y E 5 , 


sjEerCET 


(When  Filled  In) 


FITNESS  REPORT  (Parti)  PERFORMANCE 


INSTRUCTIONS 

FOR  THE  ADMI N I STRATI VE  OFFICER:  Consult  current  instructions  for  completing  this  report. 

FOR  THE  SUPERVISOR:  This  report  is  designed  to  help  you  express  your  evaluation  of  your  subordinate  end  to  transmit 
this  evaluation  to  your  supervisor  end  senior  officials.  Organisation  policy  requires  that  you  inform  the  subordi- 
nate where  he  stands  with  you.  Completion  of  the  report  can  help  you  prepare  for  ^ discussion  with  him  of  his 
strengths  and  weaknesses.  It  is  also  organisation  policy  that  you  show  Part  Iof  this  report  to  the  employee  except 
under  conditions  specified  in  Regulation  20-370.  It  is  recommended  that  you  reed  the  entire  form  before  completing 
any  question.  If  this  is  the  initial  report  on  the  employee,  it  must  be  completed  and  forwarded  to  the  Office  of 
r e r sonne 1 no  later  than  30  days  after  the  date  indicated  in  item  8,  of  Section  "a"  below. 


SECTION  A.  GENERAL 


GENERAL .. 

(Middle) I 2 . date  OF  B I RTH 


16  July  1913 


'•  NAME  (Lest)  (First)  (Middle)  2.  DATE  OF  BIRTH  3^ SEX  TT  SERVICE  DESIGNATION 

HANSON  Helen  E.  16  July  1913  F | ! 

5.  0 F F I C E/ D I V I S I ON  / 8R  AN  CH  OF  ASSIGNMENT  6.  OFFICIAL  POSITION  TITLE 

OCR/OAD/Adminlstrative  Staff  Administrative  Officer 

7 ' GRADE  (C DATE  REPORT  DUE  IN  OP  | 9.  PERIOD  COVERED  BY'  THIS  REPORT  (Inclusive  dates) 

GS-14  11  October  1956 7 October  1955  - 6 October  1956  

10.  TYPE  OF  REPORT  initial  reassi  gnment-  supervi  son  [ special  (Specify) 

(Check  one)  — — J 

X ANNUAL  R E A S S I GN  M £ N T - E M P L 0 Y E E 


SECTION  B.  CERTIFICATION 

'*  F0R  THE  RATER:  THIS  REPORT  | XI  HAS  | I HAS  NOT  BEEN  SHOWN  TO  THE  INDIVIDUAL  RATED.  IF  NOT  SHOWN.  EXPLAIN  WHY 

NOT:  


6.  OFF1 Cl AL_ POSITION  TITLE 

AdministratiYe  Officer 

9.  PERIOD  COVERED  BT  THIS  REPORT  (Inclusive  dates) 

7 October  1955  - 6 October  1956 


REASSI  GNMENT.  SUPERVI  SON 
REASSI  GNMENT-  EMPLOYEE 


special  (Specify.) 


A.  CHECK  (X)  APPROPRIATE  STATEMENTS: 

THIS  REPORT  REFLECTS  MY  OWN  OPINIONS  OF  THIS  INOI 


THIS  REPORT  REFLECTS  THE  COMBINED  OPINIONS  0 F MYSELF 
X *ND  PREVIOUS  SUPERVISORS. 


t HAVE  DISCUSSED  WITH  THIS  EMPLOYEE  HIS  STRENGTHS 
X AND  WEAKNESSES  SO  THAT  HE  KNOWS  WHERE  HE  STANDS. 


B . THIS  DATE 


IF  INDIVIDUAL  IS  RATED  "l"lN  Cl  OR  D.  A WARNING  LET- 
TER WAS  SENT  TO  HIM&A  COPY  ATTACHED  TO  THIS  REPORT. 


CANNOT  CERTIFY  THAT  THE  RATED  INDIVIDUAL  KNOWS  HOW 
EVALUATE  HIS  JOB  PERFORMANCE  BECAUSE  (Spedfy)i 


ERVISOR  D.  SUPERVISOR'S  OFFICIAL  TITLE 

DAD/CR 


' L?..R.  THE  REVIEWIN6  OFF  l -J  OPINION  WITH  THE  SUPERVISOR.  OR  ANY  OTHER  IN- 

FORMATION. WHICH  WILL  L E AO  TO  A BETTER  UNDERSTANDING  OF  THIS  REPORT. 


2 October  1956 


tfpOv 

i 


I certify  that  any  substa 


A.  THIS  DATE 


□ CONTINUED  ON  ATTACHED  SHEET 

reflected  in  the  above  section. 

C.  OFFICIAL  TITLE  OF  REVIEWING  OFFICIAL 

AD/CR 


2 October  1956  I I U AD/CR 


SECTION  C. JOB  PERFORMANCE  EVALUATION  

1 ■ RATING  ON  GENERAL  PERFORMANCE  OF  DUTIES 

DIRECTIONS:  Consider  ONLY  the  productivity  and  effectiveness  with  which  the  individual  being  rated  has  performed 

his  duties  during  the  rating  period.  Compare  him  ONLY  with  others  doing  similar  work  at  a similar  level  of  respon- 
sibility. Factors  other  than  productivity  will  be  taken  into  account  later  in  Section  D. 

I • DOES  NOT  PERFORM  DUTIES  ADEQUATELY;  HE  IS  INCOMPETENT. 

2 • BARELY  ADEOUATE  IN  PERFORMANCE;  ALTHOUGH  HE  HAS  HAD  SPECIFIC  GUIDANCE.  OR  TRAINING.  HE  OFTEN  FAILS  TO 
/•  CARRY  OUT  RESPONSIBILITIES. 

o 3 - PERFORMS  MOST  OF  HIS  DUTIES  ACCEPTABLY;  OCCASIONALLY  REVEALS  SOME  AREA  OF  WEAKNESS.. 

L 7"ns"e R T — 4 ’ PERF0RMS  DUTIES  IN  A COMPETENT.  EFFECTIVE  MANNER. 

RATING  5 ' A FINE  PERF°RMANCE:  CARRIES  OUT  MANY  OF  HIS  RESPONSIBILITIES  EXCEPTIONALLY  WELL. 

NUMBER  6 ' PERF0RMS  HIS  DUTIES  IN  SUCH  AN  OUTSTANDING  MANNER  THAT  HE  IS  EOUALLED  BY  FEW  OTHER  PERSONS  KNOWN  TO 

THE  SUPERVISOR.  u 

COMMENTS: 


FORM  NO.  m r /p._*  |\  REPEACES  PREVIOUS  EDITIONS 
1 NOV  55  V'drl  I j OF  FORMS  45  AND  45*  WHICH 


ARE  OBSOLETE. 


Performance 


sECftrT 

(When^Fi 1 lad  In) 


|c.  INDICATE  IF  YOU  THINK  THAT  ANY  SINGLE  STRENGTH  OR  WEAKNESS  OUTWEIGHS  ALL  OTHER  CONSIDERATIONS:  '""l 

Ability  to  get  along  veil  vith  people. 

office  of  PEnsoimu 

0.  DO  YOU  FEEL  THAT  HE  REQUIRES  CLOSE  SUPERVISION)  P3C 

'-"t/cm  4 J8ft)  >55 

E.  WHAT  TRAINING  DO  YOU  RECOMMEND  FOR  THIS  INDIVIDUAL) 

ft  0 Q 

None  now. 

P • OTHER  COMMENTS  (Indicate  here  general  traits,  specific 

habits  or  characteristics  hoi  covered  elsewhere  in  the 

report  but  which  have  a bearing  on  effective  utilization  of  this  person): 

SECTION  ¥1 

Read,  all  descriptions  before  rating.  Place  '*  X"  in  the  moat  appropriate  box  under  subsections  A.B.C.hD 

A*  DIRECTIONS : Consider  only  the  skill  with  which  the 

C.  DI  RECTI  ONS:  Based  upon  what  he  haa  said,  his  actions. 

person  has  performed  the  duties  of  his  job  and  rate 

and  any  other  indications,  give  your  opinion  of  this 

him  accordingly. 

person's  attitude  toward  the  agency. 

1 1 ).  DOES  NOT  PERFORM  OUTIES  A D EOI 1 A T E L Y , HF  IF 

\ | I.  HAS  AN  ANTAGONISTIC  ATTITUDE  TOWARD  THE  AGENCY 

incompetent. 

..WILL  DEFINITELY  LEAVE  THE  AGENCY  AT  THE  FIRST 

| | 2.  BARELY  ADEQUATE  IN  P F R F ORM  AN  C F 1 ALTHOUGH  HE 

OPPORTUN 1 TY . 

HAS  HAD  SPECIFIC  GUIDANCE  OR  TRAINING.  HE 

1 j 2.  HAS  STRONG  NEGATIVE  ATTITUDE  TOWARD  AGENCY... 

OFTEN  FAILS  TO  CARRY  OUT  RESPONSIBILITIES 

IRKED  BY  RESTRICTIONS. . .REGARDS  AGENCY  AS  A 

COMPETENTLY. 

TEMPORARY  STOP  UNTIL  HE  CAN  GET  SOMETHING 

1 I 3.  PERFORMS  MOST  OF  HIS  OUTIES  ACCEPTABLY:  OCCA. 

BETTER. 

SION  AL  LY  REVEALS  SOME  AREA  OF  WEAKNESS. 

; J 3.  TENDS  TO  HAVE  AN  UNFAVORABLE  ATTITUDE  TOWARD 

I ] A.  PERFORMS  OUTIES  IN  A TYPICALLY  COMPETENT. 

THE  AGENCY...  BOTHERED  BY  MINOR  FRUSTRATIONS.. 

EFFECTIVE  MANNER. 

WILL  QUIT  IF  THESE  CONTINUE. 

| | 5.  A FINE  PERFORMANCE!  CARRIES  OUT  MANY  OF  HIS 

1 | 4.  HIS  ATTITUDE  TOWARD  THE'  AGENCY  IS  INDIFFERENT 

RESPONSIBILITIES  EXCEPTIONALLY  WELL. 

...  HAS  *•  WAIT  AND  SEE**  ATTITUDE.  .WOULD  LEAVE  IF 

1 X | 6-  PERFORMS  HIS  DUTIES  IN  SUCH  AN  OUTSTANDING 

SOMEONE  OFFERED  HIM  SOMETHING  BETTER. 

MANNER  THAT  HE  IS  EQUALLEO  BY  FEW  OTHER  PER- 

| | 5.  TENDS  TO  HAVE  FAVORABLE  ATTITUDE  TOWARD  AGENCY 

SONS  KNOWN  TO  THE  RATER. 

..MAKES  ALLOWANCES  FOR  RESTRICTIONS  IMPOSED  BY 

IS  THIS  INDIVIDUAL  BETTER  QUALIFIED  FOR  WORK  IN  SOME 

WORKING  FOR  A GEN CY . . TH 1 NK S IN  TERMS  OF  A CA- 

OTHER  AREA)  | X 1 "0  | ]yES.  IF  YES.  WHAT! 

REEA  IN  THE  AGENCY. 

i J 6.  DEFINITELY  HAS  FAVORABLE  ATTITUDE  TOWARD  THE 

AGENCY. . BARRING  AN  UNEXPECTED  OUTSIDE  OPPOR- 

TUN  1 TY . WILL  PROBABLY  ENDEAVOR  TO  MAKE  A 

CAREER  IN  THE  AGENCY. 

[ X 1 7.  HAS  AN  ENTHUSIASTIC  ATTITUDE  TOWARD  THE  AGENCY 

.. 

\ ..WILL  PROBABLY  NEVER  CONSIDER  WORKING  ANY 

PLACE  BUT  IN  THE  AGENCY. 

and  type  of  assignment,  how  would  you  rate  him  on 
potentiality  for  assumption  of  greater  responsibili- 
ties normally  indicated  by  promotion. 

I 1 1-  HAS  REACHED  THE  HtGHEST  GRADE  LEVEL  AT  WHICH 

SATISFACTORY  PERFORMANCE  CAN  BE  EXPECTED. 

I 1 2.  IS  MAKING  PROGRESS.  BUT  NEEDS  MORE  TIME  IN 

PRESENT  GRADE  BEFORE  PROMOTION  TO  A HIGHER 
GRADE  CAN  BE  RECOMMENDED. 

[ 1 3.  IS  READY  TO  TAKE  ON  RESPONSIBILITIES  OF  THE 

NEXT  HIGHER  GRADE.  BUT  MAY  NEED  TRAINING  IN 
SOME  AREAS. 

| | 4.  WILL  PROBABLY  ADJUST  QUICKLY  TO  THE  MORE 

Responsible  duties  of  the  next  higher  grade.  . 

| JC  1 5.  IS  ALREADY  PERFORMING  AT  THE  LEVEL  OF  THE  NEXT 

HIGHER  GRAOE. 

[ | 6-  AN  EXCEPTIONAL  PERSON  WHO  IS  ONE  OF  THE  FEW 

" ~ WHO  SHOULD  BE  CONSIDERED  FOR  RAPID  ADVANCE- 

MENT. 


DI  RECT10NS:  Consider  everything  you  know  about  this 
person  im  making  your  r at i n g . . sk i 1 1 in  job  duties, 
conduct  on  the  job,  personal  ch a r ac t e r i s t i c s or 
habits,  and  special  defects  or  talents. 


cm 


Lx  .1 


1.  DEFINITELY  UNSUITABLE  . HE  SHOULD  BE  SEPARATED. 

2.  OF  DOUBTFUL  $U I T AB I L r TY . . WOULD  NOT  HAVE  AC- 
CEPTED HIM  IF  I HAD  KNOWN  WHAT  I KNOW  NOW. 

3.  A BARELY  ACCEPTABLE  EMPLOYEE.  . DEF  IN  I TELY  BELOW 
AVERAGE  BUT  Wl.TH  NO  WEAKNESSES  SUFFICIENTLY 
OUTSTANDING  TO  WARRANT  HIS  SEPARATION. 

4.  A TYPICAL  EMPLOYEE.. HE  DISPLAYS  THE  SAME  SUITA- 
BILITY AS  MOST  OF  THE  PEOPLE  I KNOW  (N  THE 
AGENCY . 

5.  A FINE  EMPLOYEE  • HAS  SOME  OUTSTANDING 
STRENGTHS. 

6-  AN  UNUSUALLY  STRONG  PERSON  IN  TERMS  OF  TH  E 
REQUIREMENTS  OF  THE  AGENCY. 

7.  EXCELLED  BY  ONLY  A FEW  IN  SUITABILITY  FOR  WORK 
IN  THE  AGENCY. 


SE 


27.  COMES  UP  WITH  SOLUTIONS  TO 
PRO  BL  EMS . 


28  STIMULATING  TO  ASSOCIATES:  A 

*•  SPARK  P LUG  . 


2 9 • TOUGH  MINDED. 


30.  OBSERVANT 


CLEAR  TH I NK I NG . 

COMPLETES  ASSIGNMENTS  WITHIN 
ALLOWABLE  TIME  LIMITS. 

EVALUATES  SELF  REALISTICALLY. 

WELL  INFORMEO  ABOUT  CURRENT 
EVENTS . 


DEL  I BERATE . 

EFFECTIVE  IN  DISCUSSIONS  WITH 
ASSOC  I ATES . 

IMPLEMENTS  DECISIONS  REGARD* 
LESS  OF  OWN . FE EL INGS . 

THOUGHTFUL  OF  OTHERS- 
WORKS  WELL  UNDER  PRESSURE. 


DISPLAYS  JUDGEMENT. 

GIVES  CREDIT  WHERE  CREDIT  IS 
DUE  . 

H AS  OR  I VE  . 

I S SECUR I TY  CON  S C I OU S . 

VER  SAT  I L E . 


HIS  CRITICISM  IS  CONSTRUCTIVE. 

ABLE  TO  INFLUENCE  OTHERS. 

FACILITATES  SMOOTH  OPERATION 
OF  H I S OF  F I CE . 

DOES  NOT  REQUIRE  STRONG  AND 
CONTINUOUS  SUPERVISION. 

A GOOD  SuPERV I SOR . 


WHAT  ARE  HIS  OUTSTANDING  STRENGTHS? 


ggfimB 


SECTION  V 


rare  ro^?^abilrt7  aS  Administrat^e  Officer  is  superior.  She  possesses  a 
rare  combination  of  common  sense,  fine  character,  and  professional  competence. 


WHAT  ARE  HIS  OUTSTANDING  WEAKNESSES? 


^SEeWET 


_SE£Rfrr 

(When  Filled  T„)  QFFICI:.  Of  PERSOKNEL 
SECTION  I V 


This  section  is  provided  as  an  aid  in  describing  the  individual . Your  description  is  not  favorable  or  unfavorable 
in  itself  but  acquires  its  meaning  in  relation  to  a particular  job  or  as>s  i gnman  t . j The  df)it  i v e words  are  to  be 
interpreted  literally . [JQJ  j {J  4 10  irf  JJ 

On  the  left  hand  side  of  the  page  below  are  a series  of  statements  that  apply  in  some  degree  to  most  people.  On 
the  right  hand  side  of  the  page  are  four  major  categories  of  descriptions.  The  scale  within  each  category  is  di- 
vided into  three  small  blocks;  this  is  to  allow  you  to  mak  e f ine r d i s t i nc t i on s if  you  so  desire.  Look  at  the  state- 
ment on  the  left  - then  check  the  category  on  the  right  which  best  tells  how  mi/4  Al  1th  6 liQai  em  en  t applies  to  the  per- 
son you  are  rating.  Placing  an  '*  X*‘  in  the  44 Not  Observed *•  column  means  you  have  no  opinion  on  whether  a phrase 
applies  to  an  individual.  Placing  an  *'  X *'  i n the41  Does  Not  App  l y * * co  1 umn  me  ans  that  you  have  the  definite  opinion 
that  the  description  is  not  at  all  suited  to  the  individual. 


STATEMENTS 


NOT 
OB- 
SERVED D0ES 
NOT 
APPLY 


ABLE  TO  SEE.  ANOTHER'S  ~ 

POINT  Of  VIEW.  2 

< 

<n 

PR  ACT  I CAL . 


A GOOD  REPORTER  OF  EVENTS. 

CAN  MAKE  DECISIONS  ON  HIS  OWN 
WHEN  NEED  ARISES. 

CAUTIOUS  IN  ACTION. 

HAS  INITIATIVE. 

UNEMOTI ONAL . 


ANALYTIC  IN  HIS  THINKING. 

CONSTANTLY  STRIVING  FOR  NEW 
KNOWLEDGE  AND  IDEAS. 

GETS  ALONG  WITH  PEOPLE  AT  ALL 
SOCIAL  LEVELS. 

HAS  SENSE  OF  HUMOR. 

KNOWS  WHEN  TO  SEEK  ASSISTANCE. 


CALM  • 

CAN  GET  ALONG  WITH  PEOPLE. 

MEMORY  FOR  FACTS. 

GETS  TH  INGS  DONE  . 

KEEPS  ORIENTED  TOWARD  LONG 
TERM  GOALS. 


CAN  COPE  WITH  EMERGENCIES. 

HAS  HIGH  STANDARDS  OF 
ACCOMPL I SHMENT . 

HAS  STAMINA:  CAN  KEEP  GOING 

A LONG  TIME. 

HAS  WIDE  RANGE  OF  INFORMATION. 
SHOWS  ORIGINALITY. 


ACCEPTS  RESPONSIBILITIES. 

ADM  ITS  HIS  ERRORS . 

RESPONDS  WELL  TO  SUPERVISION 

EVEN  DISPOSITION. 

ABLE  TO  DO  HIS  JOB  WITHOUT 
STRONG  SUPPORT. 


FITNESS  REPORT 


<?  ttness  Report  is  an  important  factor  in  agency  personnel  management.  It  seeks  to  provide; 

1.  The  agency  selection  board  with  information  of  value  when  considering  the  a pfU-  were  t i on  of 
an  individual  for  membership  in  the  career  service;  and  ^ p . LJ 

_ 2‘  A Period**  record  of  job  per  formance  as  an  aid  to  the  effective  iilifl  fnTinn  <1  f \ I 

INSTRUCTIONS 

^ THE  ADMINISTRATIVE  OR  PERSONNEL  OF~F1CEr7  Consul,  current  a dmi  ni  . tr .t  i vp  instruction,  r^rdinf  Ik.  ,T77I7770 

ana  transmittal  of  (his  report. 

TO  THE  SUPERVISOR:  Read  the  entire  form  before  attempting  to  complete  any  item.  the  Supervisor  who  assigns 

i reefs  and  reviews  the  work  of  the  individual,  you  have  p r imary  responsibility  for  evaluating  his  strengths,  weak 
nesses,  and  on- the- job  effectiveness  as  revealed  by  his  day-to-day  activities.  If  this  individual  has  been  unde 
your  supervision  for  less  than  30  days,  you  will  collaborate  with  his  previous  supervisors  to  make  sure  the  r pp^LL 

ts  accurate  and  complete.  Primary  responsibility  rests  with  f {•  ft  r,.rm~r  ...r ; — ‘ft  IV  ffg  bum  e U ' th  a t , Through 

out  the  period  this  individual  has  been  under  your  supervision]  you  have  discharged  your  stcpj- r v I s o r y i e E i b i i i 

(sea  by.  frequent  discussions  of  his  work,  so  that  in  a ganerat\vay  he  knows  where  h e-wJ-wnvlJLL 


I 


A - hJc,-r 


<£  A+VC  C-.OciSQr 


Posted  Pos.  Conlr 


■ 

■ 

1 

i 


HM 


fn  by  Adm  ini  s t r a t i ve  Officer) 


IT  IS  OPTIONAL  WHETHER  OR  NOT  THIS  FITNESS  REPORT  1 


SECTION  I (To  be  fill  ...  w . . 

NAMe  (Last)  (First)  (Middle)  2 • DATE  OF  BIRTH  I 3 SEX 

HANSOH Helen E^_ l6  July  191 S 1 

DATE  OF  ENTRANCE  ON  DUTY  6-  OFFICE  ASSIGNED  TO  7.  DIVISION 

— — 0ct-  .1947 OCR 1 Office  of  Assist. 

NATURE  Of  ASSIGNMENT  T 1 0 - IF  FIELD.  SPECIFY  STATION: 


37  K 


7 • DIVISION 


4 , r_m  r r_p rvr_ 

8 . BRANCH 


GNAT  I ON 


Admin. 


-R I lOffice  of  Assistant 

10-  IF  FIELD.  SPECIFY  STATION: 


X I DEPARTMENTAL  I | FIELD 

DATE  THAT  THIS  REPORT  IS  DUE 


11  Oct  IS 


CURRENT  POSITION 


Administrative  Officer 


3.  WHAT  SPECIFIC  ASSIGNMENTS  OR  TASKS 
in  order  of  frequency): 


13.  PER  100  COVERED  BY  THIS  REPORT  (Inclusive  dates) 

i 7 October  1954  - 6 October  1955 

SECTION  II  ( To  be  filled  in  by  Supervisor ) 

2.  DATE  ASSUMEO  RESPONSIBILITY  FOR  POSITION 

4 March  1949 


ART  TVPlCAL  OF  THOSE  GIVEN  TO  HIM  DURING  THE  PAST  THREE  TO  SIX  MONTHS  flisf 


"I 

i 

I 

I 

g 


As  Chief  of  the  Administrative  Staff  in  OCR,  she  is  responsible  for: 

1.  Planning,  developing,  and  directing  administrative  support  activities  in  OCR 

2.  Implementing  Agency  and  Office  policies  and  regulations  relating  to  personnel, 
budget  and  finance,  space,  security,  travel,  services,  supplies,  etc. 

3-  Reporting  to  the  Executive  on  Office  administrative  problems,  advising  him  of 
needed  changes  in  regulations,  recommending  Office  policies  which  affect  the 
utilization  of  personnel,  materials,  equipment,  etc-  in  the  7 OCR  Divisions, 
and  alerting  him  to  problems  requiring  "front  office"  action. 

4.  Maintaining  OCR  liaison  with  the  Offices  of  Personnel,  the  Comptroller , 
Logistics,  and  several  components  of  the  Security  Office. 


read  the  entire  form  before  attempting  to  complete  any  item 


__ SECTION  111 

I certify  that,  during  the  latter  half  of  the  period  covered  by  this  report,  I have  discussed  with 
vidual  the  manner  in  which  he  has  performed  hie  job  and  provided  suggestions  and  criticisms  whereve 
lieve  that  his  understanding  of  my  evaluation  of  his  performance  is  consiatent  with  my  evaluation 
denced  by  this  fitness  report  and  I have  informed  him  of  his.  strengths,  weaknesses,  and  on*the^job 
If  performance  during  the  report  period  has  been  unsatisfactory,  there  is  attached  a copy  of  the  m 
fying  him  of  unsa yia factory  performance. 

This  report  [ 1 has  | | has  not  been  shown  to  the  individual  rated. 


the  rated  indi- 
r needed.  I be- 
of  him  as  evi- 
e f fee t iveness  . 
emorandum  noti~ 


\ A ox.V  g~ 

I HAVE  REVIEWED  THIS  REPORT  (Commen^ 


IfSLcr. 


REPLACES  PREVIOUS  EDIli 
THIS  FORM  WHICH  MAY  B E U5~tU7 


iedia(e  aupervisorj 

3>AJHoc.£. 


neunn.rjtn.Hum) 

iexf  higher  in  line  of  authority) 


SECURITY  INFORMATION 


offic 


12.  IN  WHAT  RESPECT  IS  THIS  PERSON'S  PERFORMANCE  ON  PRESENT  JOB  MOST  (10  T I C tWBl  t UtDOit  Oil 

She  is  a first-rate  executive,  providing  excellent  administrative  support  for 
a.  large  office,  and  doing  so  with  a staff  which  amountijjftft amt? the 
total  T/0  being  served.  UCT  If  ? iWfTW 


13.  ON  WHAT  ASPECT  OF  PERFORMANCE  SNOULO  THIS  PERSON  CONCENTRATE  EFFORT  FOR  S £ L F l M P RO V EM EN T ? 


.IMPROVEMENT? 

m is  m 


None 


IN.  COMMENT  ON  THIS  PERSON’S  ABILITY  TO  HANDLE  GREATER  RESPONSIBILITIES  NOW  OR  IN  THE  FUTURE. 

She  is  capable  of  handling  any  administrative  job  which  is  appropriately  assignable 
to  a woman. 


15*  ARE  THERE  OTHER  OUT  I E S WHICH  BETTER  SUIT  THIS  PERSON'S  QUALIFICATIONS?  (Recommend  appropriate  reassignment,  if 
possible.) 


l\fO 


16.  WHAT  TRAINING  OR  ROTATION  00  YOU  RECOMMEND  FOR  THIS  PERSON? 


None  at  this  time. 


17.  IF  PERFORMANCE  DURING  REPORT  PERIOD  HAS  BEEN  UNSATISFACTORY,  THERE  IS  ATTACHED  COPY  OF  MEMORANDUM  NOTIFYING  THIS 
PERSON  OF  UNSATISFACTORY  PERFORMANCE. 


is.  this  personnel  evaluation  report  has  been  oiscussed  with  the  person  evaluated,  additional  comments  including 

COMMENT  ON  ITEMS  7,  8 ANO  9,  ARE  SHOWN  BELOW  UNDER  ITEM  20. 


/2 ej~- 

DATE 


19*  I HAVE  REVIEWED  THE  ABOVE  REPORT.  (Comments,  if  any,  are  shown  in  Item  20.) 


DATE 


SIGNATURE  OF  REVIEWING  OFFICIAL 


20.  COMMENTS:  (If  necessary,  may  be  continued  on  reverse  side  of  cover  sheet.) 


S££tfET 


SECURITY  INFORMATION 


PERSONNEL  EVALUATION 


Posted  Pos.  Ccri!rol__[ 

REPORT 


j Reviewed  by  PUD. fj. 

Itrms  1 the ough  6 »i 1 1 be  comp  tried  by  Administrative  or  Personnel  Officer 


1:  NAME  . (Last  I 


4.  OFFICE 

QCIL 


HANSON, 


(First) 

HELEN 


(Middle) 


-E^_ 


5.  PERIOD  COVERED  BY  REPORT 


STAFF  OR  DIVISION 

PAD 


2.  GRADE 

-£5-13 


J.  POSITION  TITLE 

Administrative  Officer 


BRANCH 


6.  TYPE  OF  REPORT 


Admin.  Staff 


OEPT • L. 
FIELD 


IF  FIELO,  SPECIFY  STATION 


From 


To 


I I I n 1 1 I a l 


6 OCT  1953 5 OCT  5k 

Items  7 thrdu$h.lO  will  be  completed  by 
7.  LIST  YOUR  MAJOR  OUTIES  IN  APPROXIMATE 


| j Reassignment 
f/ie  person  evaluated 
ORDER  OF  IMPORTANCE, 


1 x I Arfnua I I I Spec  I a i 

\ Reassignment  of  Supervisor 


WITH  A BRIEF  DESCRIPTION  OF  EACH.  OMIT  MINOR  DUTIES. 


As  Chief  of  the  Administrative  ^taff  in  OCD,  I am  responsible  for: 

1.  Planning,  developing,  and  directing  administrative  support  activities  in  OcD 

2.  Implementing  Agency  and  Office  policies  and.  regulations  relating  to  personnel, 
budget  and  finance,  space,  security,  travel,  services,  supplies,  etc. 

-3.  Reporting  to  the  Executive  on  Office  administrative~problems , advising  him  of 
needed  changes  in  regulations,  recommending  Office  policies  which  affect  the 
utilization  of  personnel,  materials,  equipment,  etc.  in  the  7 OCD  Divisions, 
and  alerting  him  to  problems  requiring  "front  office'1  action. 

)j.  Maintaining  OCD  liaison  mth  the -Offices  of  Personnel,  the  Comptroller, 
Logistics,  and  several  components  of  the  Security  Office. 

a.  LIST  COURSES  OF  INSTRUCTION  COMPLETED  DURING  REPORT  PERIOD.  ~ ‘ 

Name  of  Course  ‘-F'CAtion Length  of  Course  Date  Completed 


1— — — 

- 9.  IN 

WHAI  TYPE  OF  WORK  ARE  YOU  PRIMARILY  INTERESTED? 

~T 

1 F 

DIFFERENT  FROM  TOUR  PRESENT  JOB,  EXPLAIN  YOUR  OU A L 1 F 1 C A T 1 ON S lAPTITUDE, 

KNOWLEDGE.  SKI  LLS  ) . 

10. 

DATE 

SIGNATURE 

1 1 ema 

11  t h rough  IS  will  be  completed  by  Supervisor 

11.  BRIEFLY  DESCRIBE  THIS  PERSON'S  PERFORMANCE  ON  THE  MAJOR  DUTIES  LISTED  UNDER 

ITEM  7 ABOVE. 

I could  not,  have  a better  person  for  this  job. 


FORM  NO.  ... 
HAY  1982  37-151 


(Over } 


(41 


2 April  1964 


MEMORANDUM  FOR:  Miss  Helen  1L.  Hanson 


THROUGH 


Assistant  Director  for  Central  Reference 


THROUGH 


Deputy  Director  for  Intelligence 


SUBJECT 


Approval  of  Award  of  Certificate  of  Merit  with 
Distinction  for  Miss  Helen  E.  Hanson 


1.  It  is  with  great  pleasure  that  the  Honor  and  Merit  Awards 
Board  informs  you  that  the  Director  has  approved  the  award  named 
above  for  the  excellent  service  you  have  rendered  this  Agency.  Please 
note  the  security  considerations  governing  the  award  as  explained  in 
the  attached  memorandum  from  the  Office  of  Security. 

2.  The  award  will  be  presented  to  you  at  a ceremony  to  be  con- 

ducted in  the  near  future.  Members  of  your  family,  Agency  associates, 
and  intimate  friends  who  are  aware  of  your  Agency  affiliation  may 
attend  the  ceremony,  although  space  may  limit  the  number  of  guests  to 
be  invited.  ~ - 

3.  The  Secretariat,  Honor  and  Merit  Awards  Board,  will 
appreciate  your  furnishing  a list  of  guests  whom  you  would  like  to  have 
attend  the  presentation  ceremony,  and  an  indication  of  any  specific 
time  when  you  could  not  be  present  at  such  a ceremony.  Please  for- 
ward this  information  to  the  Secretariat,  Honor  and  Merit  Awards 
Board,  Office  of  Personnel,  through  your  Deputy  Director. 


‘ M ftofcerf  M.  Gaynor 

ROBERT  M.  GAY NOR 

Recorder 

Honor  and  Merit  Awards  Board 

Distribution: 

Orig  - Addressee 
1 - DD/I 
1 - AD/CR 

/K-  D/Pers  Reader  Chrono 
I - HMAB  Case  File 
1 - Recorder,  HMAB 


BRIEF  FOR  THE  DIRECTOR  OF  CENTRAL  INTELLIGENCE 

Helen  E.  Hanson,  Administrative  Officer,  DDI/OCR,  GS-14. 
Certificate  of  Merit  with  Distinction 

Mias  Hanson  came  to  CIA  in  October  1947  after  four  years' 
military  duty  with  the  Women's  Army  Corps,  including  service  ae 
WAC  Staff  Director  in  the  Mediterranean  Theater.  She  holds  a 
BA  degree  from  St.  Olaf  College,  Minnesota,  and  from  1935  to  1942 
was  a high  school  teacher  in  Wisconsin. 

Miss  Hanson  is  recommended  for  the  Certificate  of  Merit 
with  Distinction  in  recognition  of  her  fifteen  years'  service  as 
Administrative  Officer  of  OCR  described  on  the  attached  Form  60G. 
Miss  Hanson  has  resigned,  effective  4 April  1964. 


ml  1 1 1 MIllTiBi!  imm 

— in  iwngf.ni 


REPORT  OF  HONOR  AND  MERIT  AWARDS  BOARD 

T^r — = 27  March  1964 

— ~ H--nor  and  Merit  Awards  Board  having  considered  a recommendation  that: 


NSME:  (t-astl  (First)  " (Middle)  IposiTI 

HANSON i Helen  Evelyn  j 

“PRESENT  GRADE  OFFICE  ASSIGNED  TO  -sTAtl.Ol 

— OS- 14  DDI/OCR 

BE  AWAROED:  ; 

Certificate  of  Merit  with  Dietinctlon 

L.  I FOR  HEROIC  ACTION,  ON 

1 ■ X |FOR  MERITORIOUS  ACHIEVEMENT  OR  SERVICE  DURING  THE  PERIOD 

L_XJaPPROVES  THE  RECOMMENDATION  I ] DISAPPROVES  THE  RECOMMENDATION 

I [APPROVES,  BUT  IN  LIEU  THEREOF,  RECOMMENDS  THE  AWARD  OF: 

CITATION  ~ : 


POSITION  TITLE 

Administrative  Officer 

ST  AT  I. ON  ~ ~ - 


Miss  Helen  E.  Hanson  is  hereby  awarded  the  Certificate  of 
Merit  with  Distinction  for  her  exceptional  service  to  the  Agency 
since  1947.  As  head  of  an  important  administrative  component, 
Miss  Hanson  is  widely  known  for  her  many  contributions  to  her 
office  and,  hence,  to  the  accomplishment  of  Agency  missions. 
Her  professional  competence,  enthusiasm  and  devotion  have 
furnished  a high  example  to  her  associates  and  meet  the  best 
traditions  of  dedicated  service  to  the  Central  Intelligence  Agency 
and  the  United  States  Government.  - - 


(Recommendation  approved  by  ADD II  on  23  March  1964) 

REASONS  FOR  DISAPPROVAL  OF  RECOMMENDED  AWARD  ' ' ~ T 

RECORDER’S  NOTE:  On  26  and  27  March  1964,  the  Honor  and 

Merit  Awards  Board,  by  telephone  vote,  approved  the  recom- 
mendation attached  hereto. 


APPROVED 


(signed)  Lyman  B.  Kirkpatrick 


ntelligence 


FORM  OOO 

8.62  004  US*  PREVIOUS  EDITIONS. 


SIGNATURE  y^j  ..  . . . • - . „ 


TYPED  NAME  OF  CHAIRMAN,  HONOR  AND  MERIT  AWARDS  BOARD 

EMMETT  P.  ECHOLS 


SIGNATURE 

i^f  fert  M.  Scyncr 


TYPED  NAME  OF  RECORDER 

ROBERT  M.  GAYNOR 


OC 0"  I 


JHXfivT 

SECURITY  INFORMATION 


PERSONNEL  EVALUATION 


BY 


REPORT 

Posted  Pos.  Control 


£ y/r 


Items  1 through  6 will  fee  completed  by  Administrative  or  Persom  ei  by  PUD  rj/f  OP'CD 

i it  • ii  r-  < ■ « - t,  i i e I * i • ii  : a a i _ i 1 n en  * nc  in  dac  i t i nki  -r  i t i c ” ^ 


1.  NAME  (Last) 


(First) 

Helen  . £ 


(Middle  ) 


2.  GRADE 

GS-13 


3,  P Q SlU-LUN.-  -TJ  _LL£ 


Admin.  Officer 


4.  OFFICE 

STAFF  OR  DIVISION 

BRANCH 

1 1 DEPT  ’ L. 

IF  FIELD,  SPECJFY  STATION 

OCD 

Off  Asst  Director 

Admin  Staff 

1 1 FIELD 

5.  PERIOD  COVERED  BY  REPORT 

From  11/6/51  To  11/51/52 


6.  TYPE  OF  REPORT 
| | I n i t i a I 

(•  | Reassignment 


| yy]  Arfnual  1 1 Special 

[ | Reassignment  of  Supervisor 


Items  7 through  10  will  fee  completed  by  the  person  evaluated 


7.  LIST  YOUR  MAJOR  OUTIES  IN  APPROXIMATE  ORDER  OF  IMPORTANCE,  WITH  A BRIEF  DESCRIPTION  OF  EACH.  OMIT  MINOR  DUTIES. 

As  Chief  of  the  Administrative  Staff,  I am  responsible  for: 

1.  Planning,  developing,  and  directing  administrative  support  activities  in  OCD. 

2.  Implementing  Agency  and  Office  policies  and  regulations  relating  to  personnel, 
budget  and  finance,  space,  security,  travel,  services,  supplies,  etc. 

3.  Repox^ing  to  the  Executive  on  Office  administrative  problems,  advising  him  of  - 
needed  changes  in • regulations  or  action  necessary  to  ensure  conformance  of 
Divisions  to  existing  policies  . 

4.  Controlling  OCD  liaison  with  the  Offices  of  Personnel,  the  Comptroller,  Procure- 
ment and  Supply,  General  Services,  and  with  several  components  of  the  Security 
Office . 


8.  LIST  COURSES  OF  INSTRUCTION  COMPLETED  OURING  REPORT  PERIOD. 

Name  of  Course  Location  Length  of  Course 


Date  Completed 


9.  IN  WHAT  TYPE  OF  WORK  ARE  TOU  PRIMARILY  INTERESTED? 

IF  DIFFERENT  FROM  YOUR  PRESENT  JOB,  EXPLAIN  YOUR  QUALIFICATIONS  IAPTITUDE,  KNOWLEDGE,  SKILLS!. 


10. 

(/  DATE  f 

SIGNATURE 

1 Items  11  through  18  will  be  completed  by  Supervisor 

11.  BRIEFLY  DESCRIBE  THIS  PERSON’S  PERFORMANCE  ON  THE  MAJOR  DUTIES  L I STED..  UNDER  ITEM  7 ABOVE. 

From  the  cut  and  dried  listing  of  duties  under  (7)  above,  it  isn’t  obvious  that  this 
particular  position  is  closely  associated  with  the  morale  and  well-being  of  several 
hundred  people.  Fortunately,  this  Office  has  found  in  Miss  Hanson  someone  who  combines 
professional  competence  with  a pleasant  personality . She  performs  the  myriad  of  duties 
assigned  to  her  in  a superlative  manner,  and  is  a credit  to  the  organization  which  she 
serves . 


FORM  NO.  ,,  1K1 
MAY  1952 


(Over  I 


(4) 


SEeftfT 


SECURITY  INFORMATION 


12.  IN  WHAT  RESPECT  IS  THIS  PERSON'S  PERFORMANCE  ON  PRESENT  J08  MOST  NOTICEABLY  GOOD  OR  OUTSTANDING? 

Particularly  outstanding  is  her  ability  to  tackle  any  assignment  promptly  and  well. 
She  does  this  with  a very  small  staff  who  enjoy  working  for  her  and  support  her  at  every 


13.  ON  WHAT  ASPECT  OF  PERFORMANCE  SHOULD  THIS  PERSON  CONCENTRATE  EFFORT  FOR  SELF  IMPROVEMENT? 

OCD  administrative  routine  is  fairly  well  established,  In  the  future,  I believe 
Miss  Hanson  should  devote  greater  en^hasis  to  planning,  in  order  to  prevent  administrative 
crises  from  developing. 


IN.  COMMENT  ON  THIS  PERSON'S  ABILITY  TO  HANDLE  GREATER  RESPONSIBILITIES  NOW  OR  IN  THE  FUTURE. 

Miss  Hanson  has  not  reached  the  acme  of  her  career  and  is  capable  of  handling 
greater  responsibilities  in  the  future.  ’ “ 


I5.  ARE  THERE  OTHER  DUTIES  WHICH  BETTER  SUIT  THIS  PERSON'S  QUALIFICATIONS?  (Recommend  appropriate  rea  s s i qnmen  t .if 
possible.)  . * ’ 


She  is  ideally  qualified  and  suited  for  her  present  job. 


16.  WHAT  TRAINING  OR  ROTATION  00  YOU  RECOMMEND  FOR  THIS  PERSON? 

No  training  or  rotation  assignment  is  recommended  at  this  time. 


17.  I F.  P ERFORMANC E DURING  REPORT  PERI00  HAS  BEEN  UNSATISFACTORY,  THERE  IS  ATTACHEO  COPY  OF  MEMORANDUM  NOTIFYING  THIS 
PERSON  OF  UNSATISFACTORY  PERFORMANCE. 


18.  THIS  PERSONNEL  EVALUATION  REPORT  HAS  BEEN  D I S CU  SS  E D W I TH  TH  E PERSON  EVALUATES.  '•AOOi  T I ON  A L COMMENTS  INCLUDING 
COMMENT  ON  IT^MS  7,  8 AND  9,  ARE  SHOWN  BELOW  UNDER  ITEM  20. 

/I 


3> 


19-  I HAVE  REV  I EWED  TKT  ABOVE  REPORT.  (Comments,  if  any,  are  shown 


J DATE 


20.  COMMENTS:  (If  necessary , may  be  continued  on  reverse  side  of  co »jr  sheeTTT 


If  ' Executive 7CP~ 


jr/CIT 


SEPR^T 


12.  IN  WHAT  RESPECT  IS  THIS  PERSON'S  PERFORMANCE  ON  PRESENT  JOB  MOST  NOTICEABLY  GOOD  OR  OUTSTANDING? 

She  is  a first— rate  executive,  providing  excellent  administrative  support  for 
a large  office,  and  doing  so  with  a staff  which  amounts  to  less  than  156  of  the 
total  T/O  being  served. 

13.  On  WHAT  ASPECT  OF  PERFORMANCE  SHOULD  THIS  PERSON  CONCENTRATE  EFFORT  FOR  SELF  IMPROVEMENT? 


IN.  COMMENT  ON  THIS  PERSON'S  ABILITY  TO  HANOLE  GREATER  RESPONSIBILITIES  NOW  OR  IN  THE  FUTURE. 

She  is  capable  of  handling  any  administrative  job  which  is  appropriately 
assignable  to  a woman. 


15*  ARE  THERE  OTHER  DUTIES  WHICH  BETTER  SUIT  THIS  PERSON'S  QU A L I F I C AT  I ON S ? (Recommend  appropriate  reassignment,  if 
possible.) 


16.  WHAT  .TRAINING  OR  ROTATION  00  YOU  RECOMMENO  FOR  THIS  PERSON? 


None  at  this  time. 


17.  IF  PERFORMANCE  DURING  REPORT  PERIOD  HAS  BEEN  UNSATISFACTORY,  THERE  IS  ATTACHED  COPY  OF  MEMORANDUM  NOTIFYING  THIS 
PERSON  OF  UNSAT I SFACTORY  PERFORMANCE.. 

18.  THIS  PERSONNEL  EVALUATION  REPORT  HAS  BEEN  0 1 SCUSS  EO'  WI_TH  THE  PERSON  EVALUATED.  ADDITIONAL  COMMENTS  INCLUDING 
COMMENT  ON  ITEMS  7,  8 AND  9,  ARE  SHOWN  BELOW  UNDER  ITEM  20. 


/6  A 4 


Assistant  Director,  PCD 


19*  I HAVE  REVIEWED  THE  ABOVE  REPORT.  (Comments,  if  any,  are  shown  in  item  20,1 


SIGNATURE  OF  REVIEWING  OFFICIAL 


20.  COMMENTS:  (If  necessary,  may  be  continued  on  reverse  side  of  cover  sheet. 


seefifT 


SECURITY  INFORMATION 


PERSONNEL  .EVALUATION  REPORT 


Item's  1 through  6 will  be  completed  by  Administrative  or  Personnel  Officer 


1.  NAME  (Last).  (First)  (Middle)  2.  GRAD'E  3.  POSITION  TITLE 

HANSOM,  Helen  E. PS-13  Administrative  Offi 

N - OFFICE  STAFF  OR  DIVISION  BRANCH 

OCD  Admin.  Staff 


Administrative  Offl 


1 X 1 

DEPT*  L. 

1 1 

FI  ELO 

5.  PERIOD  COVERED  BY  REPORT  6.  TYPE  OF  REPORT  £xe  G U 1 1 V eJLtlVe  11 1 OrV 

From  To  j (Initial  j 1 Arfnua I [ ^ 1 Special 

AS  Of  28  AU^USt  1953  | | Reass  i gnment  | ) Reassignment  of  Supervisor 


Items  7 through  10  wilt  be  completed  by  the  person  evaluated 


7.  LIST  YOUR  MAJOR  OUT  I ES  IN  APPROXIMATE  OROER  OF  IMPORTANCE,  WITH  A BRIEF  DESCRIPTION  OF  EACH.  OMIT  MINOR  DUTIES. 


PS-13 

[ BRANCH 


r Executivelnventory 

I | Arfnua I [ ^ 1 Special 

| \ Reassignment  of  Supervisor 


As  Administrative  Officer  for  OCD  she  is  providing 
administrative  support  - personnel,  budget,  transportation,  etc.  - 
for  an  outfit  of  about  800  people. 


8.  LIST  COURSES  OP  INSTRUCTION  COMPLETED  OURING  REPORT  PERIOD. 
Name  of  Course  Location 


Length  of  Course 


Date  Completed 


9.  IN  WHAT  TYPE  OF  WORK  ARE  YOU  PRIMARILY  INTERESTED? 


IF  DIFFERENT  FROM. YOUR  PRESENT  JOB,  EXPLAIN  YOUR  QUALIFICATIONS  (APTITUDE,  KNOWLEDGE,  SKILLS). 


10. 

DATE 

S IGNATURE 

Items  11  through  18  will  be  completed  by  Supervisor 

11.  BRIEFLY  DESCRIBE  THIS  PERSON'S  PERFORMANCE  ON  THE  MAJOR  DUTIES  LISTED  UNDER  ITEM  7 ABOVE. 

'Miss  Hanso»-,is  doing  a superlative  Job,  and  she  is  doing  it  with  a 
staff  of  only  subordinates.  I’m.  informed,  though  I cannot  vouch  for 
it,  that  there  la  no  other  outfit  in  the  Agency  which  gets  its  adminis- 
trative support  from  a staff  amounting  to  less  than  1%  of  overall 
T/0  strength.  I can  vouch  for  the  fact  that  the  quality  of  the 
support  OCD  gets  from  Miss  Hanson  is  lOOfo. 


(Over) 


(4) 


SECURITY  INFORMATION 


12.  IN  WHAT  RESPECT  IS  THIS  PERSON'S  PERFORMANCE  ON  PRESENT  JOB  MOST  NOTICEABLY  GOOD  OR  OUTSTANDING? 

.outstanding  efficiency,  and  the  ability  to  command  devotion  from  the 
men  and  women  who  work  for  her.  Though  she  and  her  small  staff  carry  a 
very  heavy bworkload,  there  is  never  any  confusion,  everything  is  always 
done  on  time,  and  there  is  never  evidence  of  hasty  workmanship. 

13.  ON  WHAT  ASPECT  OF  PERFORMANCE  SHOULD  THIS  PERSON  CONCENTRATE  EFFORT  FOR  SELF  IMPROVEMENT? 

I don't  knew  of  a single  deficiency 


IN.  COMMENT  ON  THIS  PERSON’S  ABILITY  TO  HANDLE  GREATER  RESPONSIBILITIES  NOW  OR  IN  THE  FUTURE. 

Miss  Hanson  could  probably  handle,  and  handle  well,  any  adminis- 
trative job  which  needed  a woman  in  the  driver's  seat 


15-  are  THERE  OTHER  OUT  I ES  WHICH  BETTER  SUIT  THIS  PERSON'S  QUALIFICATIONS?  IRecommen  d_ approp Hate "reassignment,  if 

poss ible.)  rrr  V f 

Ho.  She  is  happy  where  she  is,  and  I couldn’t  have  a better  person 
for  the  Job,  male  or  female 


16.  WHAT  TRAINING  OR  ROTATION  DO  YOU  RECOMMEND  FOR  THIS  PFRSON? 

None 


17.  1 f.  performance  during  report  perioo  has  been  unsatisfactory,  there  is  attached  copy  of  memorandum  notifying  this 

PERSON  OF  UNSATISFACTORY  PERFORMANCE. 


18.  THIS  PERSONNEL  EVALUATION  REPORT  HAS  BEEN  DISCUSSED  WITH  THE  PERSON  EVALUATED.  ADDITIONAL  COMMENTS  INCLUDING 

COMMENT  ON  ITEMS  7,  8 ANO  9,  ARE  SHOWN  BELOW  UNDER  ITEM  20.  I 1 


28  August  1953  Assistant  director,  OCD 

DATE: S I GNATURE  OF  SUPERV  I SOR 

19*  I HAVE  REVIEWED  THE  ABOVE  REPORT.  (Comments,  if  any,  are  shown  in  item  20.1 


1 DATE ; ' SIGNATURE  OF  REVIEWING  OFFICIAL 

20.  COMMENTS:  Ilf  necessary,  may  be  continued  on  reverse  side  of  cover  sheet.  I — — — — — 

The  Agency  wi 11 . probably  always  have  a small  number  of  executive 
jobs  which  should  be  filled  £©«:  by-women,  and  it  is  for  that  reason 
that  I recommend  Miss  Hanson  be.  listed  in  the  Executive  Inventory. 

She  is  a Grade  A administrative  officer  and  executive.  She  has 
been  with  CIA  since  1947  and  knows  it  well:  she  ha3  the  rank  of 
Lt. Colonel  in  the  WAC  Reserve, 


Standard  Form  No.  61 
August  1946 

V.  a CIVIL  SERVICE  COMMISSION 


Form  approved. 

Budget  Bureau  No.  60-R012.ff 


REPORT  OF 
EFFICIENCY  RATING 

a/s-I/i'C based  on  performance  during  period  from  ...3^3. \IA3. to  J3^3l/5C 


ADM...I8TR  AT1VE-UNOFFIC1AL  ( 

OFFICIAL:  / 

ItEGULAU  {S  ) SPECIAL  ( 

PROBATION  A I,  ( ) 


.JIy=0.so.n^_l[elen___E 

(Name  of  employee) 


Administrative  Officftr  G_S- 1 1 

(Title  of  position,  service,  and  grade) 

.-..Q  o ff.  t i on.A-D  i s s e m in  a t i on  Administ  r a t i ve  S taff  . 

(Organisation — Indicate  bureau,  division,  section,  unit,  fluid  station) 


ON  LINES  BELOW 
MARK  EMPLOYEE 

V if  adequate 
— if  weak 
4-  if  outstanding 


1.  Study  the  instructions  in  the  Rating  Official’s  Guide,  C.  S.  C.  Form 

No.  3823A. 

2.  Underline  the  elements  which  are  especially  important  in  the  position. 

3.  Kate  only  on  elements  pertinent  to  the  position. 

ft.  Do  not  rate  on  elements  in  italics  except  for  employees  in  admin- 
istrative, supervisory,  or  planning  positions. 
b.  Rate  administrative,  supervisory,  and  planning  functions  on 
elements  in  italics. 


CHECK  ONE: 


Administrative, 
supervisory,  or 
planning. 

All  others.. 


f/ 


□ 


(1) 

(2) 

(3) 

;(4) 

dt  (s) 

— (6); 

- (7) 

(8) 

~ f - O) 
±-(10) 

(XI) 

(12) 

(13) 


.±-.(14) 

±.(15) 

(16) 
±.(17) 
— . — (18) 
±.(19) 
(20) 


Maintenance  of  equipment,  tools,  instruments 
Mechanical  skill. 

Skill  in  the  application  of  techniques  and  pro- 
cedures. _ 

Presentability  of  work  (appropriateness  of  ar- 
rangement and  appearance  of  work).  ' " 

Attention  to  broad  phases  of  assignments. 
Attention  to  pertinent  detail. 

Accuracy  of  operations. 

Accuracy  of  final  results. 

Accuracy  of  judgments  or  decisions. 
Effectiveness  in  presenting  ideas  or  facta. 
Industry. 

Rate  of  progress  on  or  completion  of  assign- 
ments. 

Amount  of  acceptable  work  produced.  (Is  mark 
based  on  production  records? ) 

......  , , . , (Yen  or  no) 

Ability  to  organize  his  work. 

Effectiveness  in  meeting  and  dealing  with 

— ■ -- • 


(si) 

±.  (SZ) 

(S3) 

(Si) 

(Z5) 

(SS) 

(27) 

-±  (28) 


Effectiveness  in  planning  broad  programs. 

E ffeotiveness  in  adapting  the  work  program  to 
broader  or  -related  programs.  1 

Effectiveness  in  devising  procedures. 

Effectiveness  in  laying  out  work  and  establish- 
ing standards  of  performance  for  subordi- 
ruites. 


Effectiveness  in  directing,  reviewing,  and  check- 
ing the  work  of  subordinates. 

Effectiveness  in  . instructing,  training,  and 
developing  subordinates  in  the  work. 

Effectiveness  in  promoting  high  working  morale. 

Effectiveness  in  determining  space,  personnel, 
and  equipment  needs.  — 

(29)  Effectiveness  in  setting  and  obtaming  adher- 
ence to  time  limits  and  deadlines. 

—I—  (30)  Ability  to  make  deej^ionm 

(SI)  Effectiveness  in  delegating  clearly  defined 

authority  to  act. 


STATE  ANY  OTHER  ELEMENTS  CONSIDERED 


Cooperativeness. 

Initiative. 

Resourcefulness. 

Dependability. 

Physical  fitness  for  the  work. 


(A) 

(B) 

(C) 


STANDARD 

Deviations  must  be  explained  on  reverse  side  of  this  form 


Adjective 

Plus  marks  on  all  underlined  elements,  and  check  marks  or  better  on  all 

other  elements  rated Excellent 

Check  marks  or  better  on  all  elements  rated,  and  plus  marks  on  at  least 

half  of  the  underlined  elements Very  Good 

Check  marks  or  better  on  a majority  of  underlined  elements,  and  all  weak 

performance  overcompensated  by  outstanding  performance Good 

Check  marks  or  better  on  a majority  of  underlined  elements,  and  all  weak 

performance  not  overcompensated  by  outstauding  performance Fair 

Minus  marks  on  at  least  half  of  the  underlined  elements Unsatisfactory 


Adjective 

Rating 


Rating 

official. 


Reviewing 

official.- 


Rated  by 

Reviewed! 

(Signature  of  reviewing  official) 
Rating  approved  by  efficiency  rating  committee 

U.  S.  GOVERNMENT  P/ll NT1NG  OFFICE  16 — 20177-5 


✓ fUKICJ 

Report  to  employee 


f (Date) 

— . r (Date)  / 


jig) 


Standard  Form  No.  51 
August  1946 

U.  S.  CIVIL  SERVICE  COMMISSION 


Form  approved. 

Budget  Bureau  No.  60-R012.3. 


REPORT  OF 
EFFICIENCY  RATING 


ADMINISTRATIVE-UNOFFICIAL  ( ) 

OFFICIAL: 

REGULAR  ( X ) SPECIAL  ( ) 

PROBATIONAL  ( ) 


Ah  of  ....2/22/49 based  on  performance  during  period  from  to  ^ 

Helen  E.  Hanson  Librarian 

(Name  of  employee)  J (Title  oTpoVltion,'  service,  and  grade) 

Reference 

(Organization — Indicate  bureau,  division,  Bection,  unit,  field  station) 


+ 


ON  UNES  BELOW 
MARK  EMPLOYEE 

if  adequate 
if  weak 
if  outstanding 


1. 


Study  the  instructions  in  the  Rating  Official’s  Guide,  C.  S.  C.  Form 
No.  3823A. 


CHECK  ONE; 


2.  Underline  the  elements  which  are  especially  important  in  the  position. 

3.  Rate  only  on  elements  pertinent  to  the  position. 

а.  Do  not  rate  on  elements  in  italics  except  for  employees  in  admin- 

istrative,  supervisory,  or  planning  positions. 

б.  Rate  administrative,  supervisory,  and  planning  functions  on 

elements  in  italics. 


Administrative, 
supervisory,  or 
planning- 

All  others 


□ 

□ 


(1)  Maintenance  of  equipment,  tools,  instruments. 

(2)  Mechanical  skill. 

(3)  Skill  in  the  application  of  techniques  and  pro- 
cedures. 

— 1(4)  Presentability  of  work  (appropriateness  of  ar- 
: ar  rangement  and  appearance  of  work). 

'151  Attention  to  broad  phases  of  assignments. 

—r-  (6)  Attention  to  pertinent  detail. 

(7)  Accuracy  of  operations. 

— y (8)  Accuracy  of  final  results. 

.x...  (9)  Accuracy  of  judgments  or  decisions. 

.+..(10)  Effectiveness  in  presenting  ideas  or  facts. 

-dr..  (11)  Industry. 

(12)  Rate  of  progress  on  or  completion  of  assign- 
ments. 

‘-(13)  Amount  of  acceptable  work  produced.  (Is  mark 

based  on  production  records? ) 

(14)  Ability  to  organize  his  work. 

-+..(15)  Effectiveness  in  meeting  and  dealing  with 
others,  " 

(16)  Cooperativeness. 

— -/17)  Initiative. 

— V..  (18)  Resourcefulness. 

.+.(19)  Dependability. 

(20)  Physical  fitness  for  the  work. 


-±.(241 

-Z^(25) 

j/~(26) 

_+.  (27) 
_.+.  (28) 

(29) 

-+-  (SO) 
(31) 


Effectiveness  in  planning  broad  programs. 

Effectiveness  in  adapting  the  work  urogram  to 
broader  or  related  vroorams. 

Effectiveness  in  devising  procedures. 

Effectiveness  in  laying  out  work  and  establish- 
ing standards  of  performance  for  subortlff 
nates. 

Effectiveness  in  directing,  reviewing,  and  check- 
ing the  work  of  subordinates. 

Effectiveness  in  instructing,  training,  and 
developing  subordinates  in  the  work. 

Effectiveness  in  promoting  high  working  morale. 

Effectiveness  in  determining  space,  personnel, 
and  equipment  needs. 

Effectiveness  in  setting  and  obtaining  adher- 
ence to  timelimit#  and  deadlines. 

Ability  to  make  decisions. 

Effectiveness  in  delegating  clearly  defined 
authority  to  act. 


STATE  ANY  OTHER  ELEMENTS  CONSIDERED 

(A)  

(B)  

(C)  .... 


STANDARD 

Deviations  mast  be  explained  on  reverse  side  of  this  form 


Adjective 

Plus  marks  on  ail  underlined  elements,  and  check  marks  or  better  on  all  

other  elements  rated Excellent 

Check  marks  or  better  on  all  elements  rated,  and  plus  marks  on  at  least 

half  of  the  underlined  elements Very  Good 

Check  marks  or  better  on  a majority  of  underlined  elements,  and  all  weak 

performance  overcompensated  by  outstanding  performance Good 

Check  marks  or  better  on  a majority  of  underlined  elements,  and  all  weak 

performance  not  overcompensated  by  outstanding  performance Fair 

Minus  marks  on  at  least  half  of  the  underlined  elements ... Unsatisfactory 


Rated  bj 
Reviewer 


— \T3iguowre_ui"revjcvnug-oincn*i7— 


Adjective 

Rating 


Rating 

Official- 


Reviewing 

official.. 


E^n/acn 

' / ratio) 


Rating  approved  by  efficiency  rating  committee  .. 

0.  6.  GOVERNMENT  PRINTING  OFFICE  lft— 28177-6 


(Date) 


.0. 

(Title) 


Report  to  employee  . 


(Adjective  rating) 

ST 


Standard  Form  No.  61 
August  1946 

U.  S.  CIVIL  SERVICE  COMMISSION 


Form  apnr. 
Budget  Bui 


uroau  No,  60-R012.8. 


REPORT  OF 
EFFICIENCY  RATING 

As  of  .... 9y.ZOy.i9: based  on  performance  during  period  from  _2_0/49. 


ADMINISTRATIVE-UNOFFICIAL  ( 
OFFICIAL: 

REGULAR  ( x ) SPECIAL  ( 

PROBATIONAL  ( ) 


to  ...9/20/49 . 


(Name  of  employee) 

— JXJ3^..A.(indjlla_tTative  Staff 


_AMilLLatraiiyfi..Off_icer... 

(Title  of  position,  se 

kde) 

(Organization — Indicate  bureau,  division,  section,  unit,  field  station)" 


ON  ONES  BELOW 
MARK  EMPLOYEE 

1.  Study  the  instructions  in  the  Rating  Official’s  Guide,  C.  S.  C.  Form 
No.  3823A. 

CHECK  ONE: 

V if  adequate 
— if  weak 
+ if  outstanding 

2.  Underline  the  elements  which  are  especially  important  in  the  position. 

3.  Rate  only  on  elements  pertinent  to  the  position. 

a.  Do  not  rate  on  elements  in  italics  except  for  employees  in  admin- 
istrative, supervisory,  or  planning  positions, 
o.  Rate  administrative,  supervisory,  and  planning  functions  on 
elements  in  italics. 

Administrative, 
supervisory,  or 
planning [t}- 

All  others □ 

(1)  Maintenance  of  equipment,  tools,  instruments. 

(2)  Mechanical  skill. 

(3)  Skill  in  the  application  of  techniques  and  pro- 
cedures. 

!(4)  Presentability  of  work  (appropriateness  of  ar- 

, . rangement  and  appearance  of  work). 

■ I-  (5)  Attention  to  broad  phases  of  assignments. 

(6)  Attention  to  pertinent  detail. 

(7)  Accuracy  of  operations. 

(8)  Accuracy  of  final  results. 

(9)  Accuracy  of  judgments  or  decisions. 
wtl(10)  Effectiveness  in  presenting  ideas  or  facts. 

(11)  Industry. 

(12)  Rate  of  progress  on  or  completion  of  assign- 
ments. 

(13)  Amount  of  acceptable  work  produced.  (Is  mark 

based  on  production  records?  ) 

-XT(14)  Ability  to  organize  his  work.  ) 

-IXf_(15)  Effectiveness  in  meeting  and  dealing  with 
■;  others.  ' — — — 

(16 ) Cooperativeness. 

-?t-(17)  Initiative. 

— - — (18)  Resourcefulness. 

—I—  ( 19)  Dependability. 

(20)  Physical  fitness  for  the  work. 


— ....  (21)  Effectiveness  in  planning  broad  progranns. 

rfc.  (£2)  E 


— in  adapting  the. work  wo  pram,  to 
er  or  related  programs.  " 


(2S) 

(24) 

(25) 

. (26) 

--P-  (27) 

dr.,  (as) 


Effectiveness  in  devising  procedures. 

Effectiveness  in  laying  out  work  and  establish- 
ing standards  of  performance  for  subordi- 
nates. 

Effectiveness  in  directing,  reviewing,  and  check- 
ing the  work  of  subordinates. 

Effectiveness  in  instructing,  training,  and 
developing  subordinates  in  the  work. 

Effectiveness  in  promoting  high  working  morale. 

Effectiveness  in  determining  svace,  personnel. 


(29) 

~h.  (so) 
.-£_(£) 


and  equipment  needs. 

Effectiveness  in  setting  and  obtaining  adher- 
ence to  time  limits  and  deadlines. 

Ability  to  make  decisions. 

Effectiveness  in  delegating  clearly  defined 
authority  to  act. 


STATE  ANY  OTHER  ELEMENTS  CONSIDERED 

(A)  


(B) 

(C) 


STANDARD 

Deviations  most  be  explained  on  reverse  side  of  this  form 


Adjective 

Plus  marks  on  all  underlined  elements,  and  check  marks  or  better  on  all  — -v 

other  elements  rated /Excellent  ) 

Check  marks  or  better  on  all  elements  rated,  and  plus  marks  on  at  least  ' — ' 

half  of  the  underlined  elements Very  Good 

Check  marks  or  better  on  a majority  of  underlined  elements,  and  all  weak 

performance  overcompensated  by  outstanding  performance Good 

Check  marks  or  better  on  a majority  of  underlined  elements,  and  all  weak 

performance  not  overcompensated  by  outstanding  performance.. Fair 

Minus  marks  on  at  least  half  of  the  underlined  elements Unsatisfactory 


Rating 

official.. 


Reviewing 

official.. 


Adjective 

Hating 


Rated  by 
Reviewed 


... 

(Title) 


TT3Tguuvure_urn;viewjiig-uuTumr;- 


/* £ 1 

/'TIHoT  ’ * 


Rating  approved  by  efficiency  rating  committee 

U.  S.  GOVERNMENT  PRINTING  OFFICE  lfr— 26177~6 


(Date) 


(Title) 

Report  to  employee  . 


(Date) 


(Adjective  rating) 


Standard  Form  No.  51 

August  1946 

U.  8,  CIVIL  SERVICE  COMMISSION 


Form  Bpprovod. 

Budget  Bureau  No.  5O-R012.3. 


REPORT  OF 
EFFICIENCY  RATING 


A iNISTRATIVE-UNOFFICIAL  ( ) 

OFFICIAL: 

REGULAR  (X  ) SPECIAL  < ) 

PROBATIO  NAL  ( ) 


As  of 4/Vi 8 


— based  on  performance  during  period  from 


iqZoA;/ 


to 




(Name  of  employee) 

..M]iU.:ileXsr.ejic.a 


Librarian 

tie  of  position,  service,  and. grade) 

(Organization — Indicate  bureau,  division,  section,  unit,  field  station) 


ON  LINES  BELOW 
MARK  EMPLOYEE 

1.  Study  the  instructions  in  the  Rating  Official’s  Guide,  C.  S.  C.  Form 
No.  8823A. 

CHECK  ONE: 

V if  adequate 
— if  weak 
+ if  outstanding 

2.  Underline  the  elements  which  are  especially  important  in  the  position. 

3.  Rate  only  on  elements  pertinent  to  the  position. 

а.  Do  not  rate  on  elements  in  italics  except  for  employees  in  admin- 

istrative, supervisory,  or  planning  positions. 

б.  Rate  administrative,  supervisory,  and  planning  functions  on 

elements  in  italics. 

Administrative, 
supervisory,  or 
planning  □ 

All  others [jf 

(1)  Maintenance  of  equipment,  tools,  instruments. 

(2)  Mechanical  skill. 

(3)  Skill  in  the  application  of  techniques  and  pro- 

cedures.  7 — 


!(4)  Preaentahility  of  work  (appropriateness  of  ar- 

• ..  rangement  and  appearance  of  work). 

i(5)  Attention  to  broad  phases  of  assignments. 

— — - (6)  Attention  to  pertinent  detail. 

-i.  (7)  Accuracy  of  operations. 

(8)  Accuracy  of  final  results. 

(9)  Accuracy  of  judgments  or  decisions. 

— —(10)  Effectiveness  in  presenting  ideas  or  facts. 
..dt.(ll)  Industry. 

..•±7.(12)  Rate  of  progress  on  or  completion  of  assign- 
ments. 

413)  Amount  of  acceptable  work  produced.  (Is  mark 

based  on  production  records? - ) 

(Yes  or  no) 

(14)  Ability  to  organize  his  work. 

..±1.(16)  Effectiveness  in  meeting  and  dealing  with 
others. 

— Jt(16)  Cooperativeness. 

(17)  Initiative. 

(18)  Resourcefulness. 

— "t.  (19)  Dependability. 

(20)  Physical  fitness  for  the  work. 


(21) 

($2) 

(S3) 

(U) 


(25) 

- (26) 

(27) 

(28) 

(29) 

- (SO) 

(SI) 


Effectiveness  in  planning  broad,  programs. 

Effectiveness  in  adapting  the  work  program  to 
broader  or  related  programs. 

Effectiveness  in  devising  procedures. 

Effectiveness  in  laying  out  work:  and  establish- 
ing standards  of  performance  for  subordi- 
nates. 

Effectiveness  in  directing,  reviewing,  and  check- 
ing the  work  of  subordinates. 

Effectiveness  in  instructing,  training,  and 
developing  subordinates  in  the  work. 

Effectiveness  in  promoting  high  working  morale. 

Effectiveness  in  determining  space,  personnel, 
and  equipment  needs. 

Effectiveness  in  setting  and  obtaining  adher- 
ence to  time  limits  and  deadlines. 

Ability  to  make  decisions. 

Effectiveness  in  delegating  clearly  defined 
authority  to  diet. 


STATE  ANT  OTHER  ELEMENTS  CONSIDERED 

(A)  

— (B)  : 


STANDARD 

Deviations  must  be  explained  on  reverse  side  of  this  form 


Adjective 

Rating 


Adjective 

Rating 

Plus  marks  on  all  underlined  elements,  and  check  marks  or  better  on  all 

other  olements  rated Excellent 

Check  marks  or  better  on  all  elements  rated,  and  plus  marks  on  at  least 

half  of  the  underlined  elements Very  Good 

Check  marks  or  better  on  a majority  of  underlined  elements,  and  all  weak 

performance  overcompensated  by  outstanding  performance Good 

Check  marks  or  better  on  a majority  of  underlined  elements,  and  all  weak 

performance  not  overcompensated  by  outstanding  performance Fair 

Minus  marks  on  at  least  half  of  the  underlined  elements Unsatisfactory 


Official.. 


Reviewing 

official.. 


* „NC  ARD  FORM  144 

u^s!^ivil^e^vice commission  STATEMENT  OF  PRIOR  FEDERAL  Cl  AN  AND  MILITARY  SERVICE 

fpm  chapters  Li,  Ri.  and  S2  AN  D DET  E R M I N AT  1 0 N 0 F C U M P ET  IT  I VE  STATU  S 

IMPORTANT:  The  information  on  this  form  will  be  used  (1)  in  determining  creditable  service  for  leave  purposes  and  retention 
credits  for  reduction  in  force,  and  (2)  in  recording  agency  determination  of  competitive  status.  The  employee 
should  complete  Part  I and  the  Personnel  Office  should  complete  Parts  II  through  V. 


PART  I. — EMPLOYEE'S  STATEMENT 


1.  NAME  (Last,  first,  middle  initial) 


2.  DATE  OF  BIRTH 


Ho.  n Sen  He  /e  n £ 


July  / 9 / 3 


PART  II.— THIS  COLUMN  IS 
FOR  PERSONNEL  OFFICE  USE 


9.  RETENTION  GROUP 


10.  A.  CSC  STATUS  Q YES  [H  NO 


3'  mmorr,  v%^oir?cLN/??o^IK^r£$^£ERNIN?  ALL  FEDERAL  AND  DISTRICT  OF  COLUMBIA  SERVICE  YOU  HAVE  HAD  B 

PRIOR  TO  YOUR  PRESENT  APPOINTMENT  (Do  not  incl  u da  military  dorvlcs.)  APPOINTMENT 


NAME  AND  LOCATION  OF  AGENCY 


/\)  d>  pi 


C/A 


4-  ANY  BRANCH  0F  THE  ARMED  FORCES  OF  THE  UNITED  STATES.  IF  YOU  HAD  NO  ACTIVE 

MILIIAKY  bcKViUC.  WHITE  'NONE. 


5.  DURING  PERIODS  OF  EMPLOYMENT  SHOWN  IN  ITEM  3.  DID  YOU  HAVE  A TOTAL  OF  MORE  THAN  6 MONTHS  ABSENCE  >2-  TOTAL  SERVICE 


WITHOUT  PAY.  INCLUDING  PERIODS  OF  MERCHANT  MARINE  SERVICE.  DURING  ANY  ONE  CALENDAR  YEAR?  f~]  YES  [H  NO 
IF  ANSWER  IS  "YES."  LIST  FOLLOWING  INFORMATION.  l~J 


TYPE  IF  KNOWN 

{LWOP,  Furl.  Susp.  AWOL,  Met  Mar) 


YEAR  MONTH 


DAY  YEARS  MONTHS  DAYS 


13.  NONCRED1TABLE  SERVICE 
( Leave  purpoaea  only): 


14.  NONCREDITABLE  SERVICE 
{RIF  purposes  only): 


6.  DURING  THE  FEDERAL  SERVICE  LISTED  IN  ITEM  3.  DID  YOU  ACQUIRE  A PERMANENT  COMPETITIVE  CIVIL  SERVICE  STATUS? 

□ YES  □ NO  I 15.  REEMPLOYMENT  RIGHTS 

(//  answer  is  “Yea,"  in  what  agency  were  you  employed  at  the  time  status  was  acquired?)  I YES  NO 


16.  RETENTION  RIGHTS 


17.  EXPIRATION  DATE  OF  RETEN- 
TION RIGHTS 


7.  ARE  YOU:  Q YES  Q]  NO 

A.  THE  WIFE  OF  A DISABLED  VETERAN?  Q YES  0 NO  17.  EXPIRATION  DATE 

B.  THE  MOTHER  OF  A DECEASED  OR  OISABLED  VETERAN?  Q YES  [/]  NO  YI0N  RIGHTS 

C.  THE  UNREMARRIED  WIDOW  OF  A VETERAN?  | | YES  j^]  NO 

0.  TO  BE  EXECUTED  BEFORE  A NOTARY  PUBLIC  OR  OTHER  PERSONS  AUTHORIZED  TO  ADMINISTER  OATHS. 

X swear  (or  affirm)  that  the  above  statements  are  true  to  the  best  of  ray  knowledge  and  belief. 

//  '9LO 

y (DATE)  (SIGNATURE) 

Subscribed  and  sworn  to  before  me  on  this day  of 19 at 

(MONTH)  (CITY)  (S 

SEAL 


NOTE:  If  oath  is  taken  before  a Notary  Public,  the  date  of  expiration  of  his  Commission  should  be  shown. 


INSTRUCTIONS:  File  this  form  on  the  permanent  side  of  the  employee's  official  personnel  folder  immediately  before  or  after  the  personnel 
action  involved. 


(OVER) 


16— #8489-3 


HEADQUARTERS  COMMAND,  UNITED  STATES  AIR  FORCE 
Bolling  Air  Force  Base,  25,  DC 


AIR  FORCE  RESERVE  ORDERS') 
NUMBER  222) 


EXTRACT 


18  December  1956 


.D.fi  LI- SQL  HELEN  E HANSON  AL6QQ3Q1*  (Ready  Res).  (Non  rated-NOFS)  (PAFSC  701A) 
(Pferm  add:  150Q  Arlington  Blvd,  Arlington,  Va)  (Yrs  sv  13)  (Marital  Status  S)  (Depns 
0)  (W/E  1)  w/res  asgmt  Hq  USAF  (MOARS-Tng  Cat  "DW)  (Off  Sec  of  the  Air  Stf,  Field  Ext) 
Washington,  DC  is  ordered  to  AD  for  15  days  tng  with  the  1007th  Air' Intelligence  Svc 
Gp,  USAF,  Washington,  DC,  Off  WP  on  EDT  1*  Jan  57  fr  perm  add  to  Bolling  AFB,  Washihvtor 
DC  rept  NLT  08 30  hrs  1*  Jan  57  at  Rra  I302,  Bldg  luO  thence  to  Comdr,  1007th  Air  Intell- 
igence Svc  Gp,  USAF,  Washington,  DC,  Off  will  comply  w/prov  of  par  13,  AFR  1*5-11*, 

Unless  sooner  rel  fr  tng  off  will  be  rel  in  sufficient  time  to  ret  to  perm  add  and  

revert  to  inact  status  EDRT  18  Jan  57,  Accrued  lv  not  auth.  AFR  35-22  applies.  Off  is 
cleared  for  access  to  TOP  SECRET  material  during  this  pd  of  active  dy.  Tvl  of  depns 
and  shipment  of  household  goods  not  auth  at  govt  expense,  Tvl  by  mil  or  coml  acft.  coml 
rail  or  bus  is  auth,  TDN  R3S  Pay  & Alws  chargeable  to  5773700;  061-7958  P7-51-01  Sl*9-60lu 
Fin  Off  making  pmt  against  this  order  will  fwd  cy  of  pd  vou  to  Comdr,  HEDCQM,  USAF, 
Bolling  AFB  25,  DC,  Attn:  Bud  & Fisc  Off.'  (Auth:  AFR  L*5-ll*  & ltr  DAF  (AFFMP-R)  aubl* 
Short  Tour  for  Tng,  dtd  1U  Dec  56).  ' 

/_  2o  DP  PAULINE  E SPOFFORD  AL2000li5  (Ready  Res)  (Non  rated-NOFS)  (PAFSC  721) 
®dd>  ^22  - 36th  St  NW,  Washington,  DC)  (Yrs  sv  15)  (Marital  Status  S)  (Depns  0) 
(W/E  1)  w/res  asgmt  Hq  USAF  (MOARS-Tng  Cat  "D")  (Off  Sec  of  the  Air  Stf,  Field  Ext) 
Washington,  DC  is  ordered  to  AD  for  15  days  tng  with  the  Off  of  the  Chief  Special 
Warfare  , Dept  of  Army,  Washington,  .DC.  Off  WP  on  EDT  7 Jan  57  fr  Perm  add  to  SolUn* 
AFB,  Washington,  DC  rept  NLT  0830  hrs  7 Jan  57;  at  fta'llO?.  Bl.^H,Tri  thence  to  Rm  ^ ' 

3D25U,  The  Pentagon.  Off  will  comply  w/prov* of  par  13,  AFR  1*5-11*.  Unless  sooner' rel 

, oPf  be  rel  in  sufficient  timq  to  ret  to  pern  add  and  revert  to  inact  status 
57..  Accrued  lv  not  auth.  AFR  35-22  applies.  Off  is  cleared  for  access  to 
TOP  SECRET  material  during  this  pd  of  active  dy.  Tvl  of  depns  and  shipment  of  house-  ’ 
n0t  auth  at  E°vt  expense.  Tvl  by  mil  or  coml  acft,  coml  rail  or  bus  is  auth. 

Pay  & Alws  chargeable  to  5773700  061-7958  P751-.01  Sl*9-60l*.  Tvl  chargeable  to 
57  7 3700  061-7966  P757-02  Sl*9-6ol*.  Fin  Off  making  pmt  against  this  order  will  fwd  cy 
P.d  vou  to^Comdr,  HRDCOM,  USAF,  Bolling  AFB  25,  DC,  Attn:  Bud  & Fisc  Off . :( Auth:  AFR 
U5-Di  & ltr  DAF  (AFFMP-R)  subj:  Short  Tour  for  Tng,  dtd  lU  Deb  56).  * 

3*  LT  COL  ADOLPH  H GRAETZ  AO388982  (Ready  Res)  (Non  rated-NOFS)  (PAFSC  61*1) 

/ 16  0xf°rd  Rd>  Massapequa,  LI,  NT)  (Yrs  sv  16)  (Marital  Status  M)  (Depns  1) 
iZE  $ w/res  asgmt  Hq  USAF  (MOARS-Tng  Cat  «B«)  (Dir  of  Supply .&  Svc s,  DCS/fo)  Washlng- 
ton,  DC  is  ordered  to  AD  for  15  days  tng  with  the  Off  of  the  Secretary  of  Defense, 
Military  Personnel  Br,  OSD,  Washington,  DC.  Off  WP  on  EDT  lit  Jan  57  fr  Derm  add  to 
filing  AFB,  Washing  ten,  DC  rept  NLT  lit  Jan  57  at  Rm  1305,""Bldg  blO  thence  to  Rm 
3C97U,  The  Pentagon.  Off  will  comply  w/prov  of  par  13,  AFR  1*5-11*.  Unless  sooner  rel  ‘ 

, ^ •tire.;,  to  ret  to  perm  add  arid  revert  to  inact 

status  EDRT  28  Jan  57.  Accrued  lv  not  autfc..;  AFR  35-22  applies.  Off  is  cleared  for 
access  to  SECRET  material  during  this  pd  of  active  dy.  TVl  of  depns  and  shipment  of 
household  goods  not  auth  at  gcrvt  expense,  Tvl  by  mil  or  coml  acft,  coml  rail  or  bus 
is  auth,„  TDN  PCS  Pay  & Alws  chargeable  to  5773700  061-7958  P? 51-01  2&9-601*.  Tvl 
'Jargeabie  to^5773700  061-7966  P757r-02  Fin  Off  making  pmt  against  this  order 

3u  cy  or  pd  vou  to  Comdr,  HEDCOM,  USAF,  Bolling  AFB,  25,  DC,  Attn:  . Budget  & 

Fisc  Off.  (Auth:  AFR  1*5-11*  & ltr  DAF  (AFFMP-R)  subj:  Short  Tour  for  Tng,  dtd  U*  De.c  56), 


AFRO  222,  HEDCOM,  USAF,  dtd  18  December  1956,  cont 

DP  LT  COL  THOMAS  M BAILEY  A0902890  (Ready  Res)  (Non  rated-NOFS)  (PAFSC  231) 

IwS/S  6/21  Wilml!?gi0n,rSTi  Ghurchj  Va)  (Yrs  sv  17>  (Marital  Status  M)  (Depns 

3)  (W/E  U)  w/res  asgmt  Hq  USAF  (MQARS-Tng  Cat  «D")  Washington,  DC  is  ordered ' to' AD 

for  ??78  tn®  wlth  the  Dir  of  Intelligence,  DCS/O,  Hq  USAF,  Washing  tort,  DCt  Of  f WP 
2?  ^Z.fr  P?1™  add  to  Bolling  AFB,  Washington,  DC  rept  NLT'0830  hrs  Hi  Jan 

— a.t  B?-dg  ^10  thence  to  Rm  UB935,  The  -Pentagon.  Off  will 'comply  w/prov  'of'  * 

par  13,  AFR  U5-lh.  Unless  sooner  rel  frtng  off  will  be  rel  in  sufficient  time  to  ret 
to  perm  add  and  revert  to  inaet  status  EDRT  28  Jan  57.  Accrued  lv  not  auth.  AFR  35.22 
applies.  Off  is  cleared  for  access  to  TOP  SECRET  material  during  this  pd  of  active  dv. 
Tvl  of  depns  and  shipment  of  household  goods  not  auth  at  govt  expense.  Tvl  by  foil  or 
coral  acft.  coral  rail  or  bus  is  auth,  TDN  PCS  Pay  & Alws  chargeable:,to  5773700  06l-795fi 
F7, 51-01  Sl*9-6oli.  .Tvl  chargeable  to  5773700  061-7966  P757-02  SU9-60lu  Fin ’Off  making' 
pmt  against  this  order  will  fwd  cy  of  pd  vou  to  Comdr,  -HEDOOM,'  USAF Bolling  AFB  25. 

DC,  Attn s-  Bud  & Fisc  Off.  (Auth : AFR  U5-llt  & ltr  DAF  (AFFMP-R)  subjr  Short  Touh  for 
Tng,  dtd  lU  Dec.  56).  , ; 

5«  SMOP  6,  AFRO  190,  this  Hq,  dtd  19  Oct  56  pertaining  to  Special  Tour  for 
CAPT  ARTHUR  C JACKSON  A0206U152  (Perm  adds  502  E Southampton  Dr,  Silver  Springs,  Md) 
as  reads  "ADfor  90  days  Special.  Tour1*  is  amrid  to  read  "AD  for  59  days  Special  Tour" 
as  reads  "EDRT  19  Jan  57. n is- amhd-'to  read  "EDRT  19  Dec  ‘T5V"  as  -fre-aS# "Off  wiU^'be  ' 
reimbursed  for  accrued  lv  (8)  days."  is  arnnd  to  read  "Off  will  be  retabirrsed  for 

3gFFued  lv  (5)  days.".  (Auth;  ltr  DAF.  (AFPMP-R)  subjs  Amendment  of  Orders,'  dtd  18  Dec 
56),  ; ..  ■ • • :•  ’ .■■■<■■■  .. 

6.  LT  COL  EDMUND  L HARTUNG  AOU29296  (Ready  Res)  (Non  rated-NOFS)  ( PAFSC  653 ) 
(Perm  add:  3292  S Utah  St,  Arlington,  7a)  curr  holding  a mob  asgmt  with  Hq  USAF- (MOARS- 
Tng  Cat  D ) (Off  of  the  Asst  Sec  of  the.  AF,  Materiel)  Washington, ' DC: is  reassigned  to 
a mob  (MOA^-Tng  Cat^  «D" ) with  the  Off  of  Legislative  Liaison,  OSAF,  Washington, 

’ Ut7/^F+u  W*11  rept  unit  of  asgmt  in  person-  or  by  mail  as'sodn  as' 

possible.  (Auth:  AFR  L5-3  & ltr  DAF  (AFFMP-R)  subj:  Reassignment,  dtd:  12  Dec  56). 

BY  ORDER  OF  THE  COMMANDER:  ■ 


OFFICIAL: 

WILLIAM  C FLANNIGAN  F : - . ; 
Major,,  USAF  ' -'■  r-  ■ 

Asst  Adj  . ‘ 

DISTRIBUTION::  ::  . v;'  ^ 

10  - Par  1,2,3, h, 5 - : , ;;l 

2 Par  6 , • ,, 

2 - Unit  concerned  Ea  Off  (•. 

3 - ARRC  Ea  Off  -a-  v 

1 - 201  File  DRA  Ea  Off 

1 - Acct  & Fin  HEDCOM 
h - Bud  & Fisc  HEDCOM 
12  - Dir  Mil  Per s,  DCS/P,;  Hq  USAF 
Res  Aety  Gp 

1 - Off  Mail  Rm,  HEDCCM 


N.  H.  VAN  SICKLEN  ' ;■/  ’ yy-y. 

Colonel,  USAF,  y>>  v..  wy 

Chief  of  Staff  - y 


2 - Dir  Stat-Svcs,:  HEDCCM 

Attn:  MSgt  Davis  -■  '■*  ' v y 

2 - Dir -Spec  Inv,  1005th  -IG  '"  r 

Attn:  Lt  Craig 

2 - Dir  In  tell,  DCS/0  -r"-  ; - ' 

Attn:'  Lt  Col  Bock5  O0:'‘  - 

2 - Exec  Off,  DCS/M,  AttnsMaj  Burton 
2 - Off,  Chief  Special  Warfare,  DA 
Attn:  Maj  Jelley  -rP 
2 - Comdr,  ,1007th  Air  Int  Svc  Gp 
Attn:  Lt  Col  Dahl  ehg 


>■■■■■»  , 10.  June  1955 

MEMORANDUM  TQB.I  CIA  Incentive  Awards  Committee 

THRU i Special  Assistant  to  the  Dp/I  (Admin.) 

FPCAMi  Acting  assistant  Director,  C&D 

SUBJECT i Monetary  Award  for  Helen  E.  Hanson 


1.  . For.  the. past  .eight  years,  Helen  E.  Hanson  the.  Administrative 
Officer  of  OCD,  has  eerved  the  Agehcyyyltb  efficiency  and  loyalty.  As 
a GS-13,  she  has  handled  all  cf  the  usual  administrative  chores  for  an 
office  (ofe. cVorf  ^|)etop^egiviiar:ifc  ;ataf f of  only  | ~| assistants 

2/  Her  perfownartce'  over;  the  yeiars  h«s  been  cqnejt stenjtly  !:exemp  1 ary . 
She;;hae%sinte3.H&i ^^eptirorrellyogaod' rapports  with;  O.Gp.  employees  at  all 
respecthdcmcf As  a result,  she  has  been 
able  to  short-stop  many  personnel  actions  before  they  could  become  real 
problems.  Her  dealings  with  members  of  the  Office  of  Personnel  and  con- 
tacts with  counterpart  staffs  in  the  Agency  have  been  particularly  effec- 
tive. And,  she  ha3  proven  herself  capable  of  conserving  OCD  funds  and 
keeping  manpower  requirements  down.  The  many  compliments  which  OCD  has 
received  regarding  her  tact,  good  judgmeht^  and ’Mtetpri se  are  testimony 
to  her  outstanding  ability.  Assistant  to  %n&-  Ot/S  } 

3.  A striking  example  of  her  initiative  is  the  way  in  which  she 
devised,  a plan  for  reducing  personnel  turnover  in  OCD.  As  a vacancy 
opens  in  OCD, • the  Administrative  Staff  prepares  summaries  of  the  quali- 
fications of  all  OCD  employees  eligible  for  the  job.  The  Division  Chief 
who  has  the  vacancy  reviews  the  summaries  and  prepares  recommendations 
for  the  OCD  Career  Service  Board.  This  procedure  guarantees  that  OCB'e 
higher  jobs  will  be  staffed  by  the  most  experienced  and  best  qualified 
people  In  the  Office}  it  encourages  personnel  to  remain  v;ith  the  Office 
because  they  are  avers  that  they  will  be  considered  for  opportunities 
which  arise  in  any  Division}  and,  it  serves  as  a general  morale  booster. 

4.  I feel  confident  that  no  Office  is  better  served  by  its  Ad- 
ministrative Officer  then  OCD  end  I suspect  that,  due  largely  to  her 
efforts,  our  administrative  overhead  is  probably  the, lowest  propor- 
tionately of  any  sizable  office  or  staff  in  the  Agency. 


5.  It  is  therefore  re comm ended  that  Mies  Helen  E.  Hanson  receive 
a cash  avard,  of  an  appropriate  amount,  for  her  exemplary  performance 
of  assigned  tasks  vhich  has  resulted  in  increased  efficiencv  and  im- 
provement of  OCB  operations. 


1st  End. 

TOt  CIA  Incentive  Awards  Committee  22  June  1955 

. .I  an  very  familiar  with  Miss  Hanson's  work  through  daily 
contact  and  highly  recoamend  an  expropriate  oaBh  award  in 
recognition  of  her  outstanding  performance.  ; 


Assistant  to  me  uu/i  uctmin. ) 


CENTRAL  INTELLIGENCE  AGENCY 

WASHINGTON  28,  D.  C. 

OFFICE  OF  THE  DIRECTOR 


1 5 JUL  1955 

MEMORANDUM  FOR:  Helen  E.  Hanson 

SUBJECT : Notification  of  Membership  in  the  Career  Staff 


1.  On  behalf  of  the  Director  of  Central  Intelligence,  it  gives 
me  pleasure  to  inform  you  that  your  application  for  membership 
in  the  Career  Staff  has  been  accepted  by  the  CIA  Selection  Board. 

The  effective  date  of  your  membership  is  1 July  1954. 

2.  PLease  indicate  that  you  have  received  this  notification  by 
signing  in  the  space  provided  below  and  return  it  to  the  Head  of  your 
Career  Service.  He  will  forward  it  to  the  Executive  Director  of  the 
CIA  Selection  Board. 

3.  Because  your  membership  in  the  Career  Staff  is  classified 
information,  it  is  necessary  that  this  notification  be  conveyed  to  you 
in  this  manner.  The  application  for  membership  which  you  signed 
has  been  endorsed  on  behalf  of  the  Director  of  Central  Intelligence  by 
the  Executive  Director  of  the  CIA  Selection  Board  and  placed  in  your 
permanent  Official  Personnel  Folder. 


FOR  THE  DIRECTOR  OF  CENTRAL  INTELLIGENCE 


Harrison  G.  Reynolds 
Chairman,  CIA  Selection  Board 


Noted: 


Date : // 


■H 


/?ss 


Career  Service  Stall 
Office  of  Personnel 


1 SEP  1955 


FORM  MO  . 5 11.1  A I*  R S5 


(A) 


[OR 


10  April  1952 


Miss  Helen  E.  HAN  SON  - Personnel  folder 

MEMORANDUM  FOR:  ASSISTANT  DIRECTOR,  CD 

FROM:  OCD  Division  Chiefs  (BR,  IR,  Liaison  and  Library) 

SUBJECT i Commendation 


1.  The  four  OCD  Divisions  involved  in  the  move  to  

are  now  settled  in  their  new  quarters.  At  best,  the  move 

was  a difficult  and  complex  operation.  It  was  accomplished, 
however,  with  a minimum  of  apset  and  confusion. 


2.  We  feel  that 


and  the  Administrative  Staff 


dbserve  to  be  ccamnendedfor  the  attention,  personal  time,  and 
untiring  support  which  they  gave  in  order  to  make  sure  that  the 
operation  went  off  smoothly  and  efficiently.  The  able  manner  in 


which 


conducted 


_ ^business  on  our  behalf  has  provided 
a model  of  good  administration  for  all  of  us  to  follow.  He 
seemed  to  be  everywhere  at  once,  constantly  on  the  scene,  and 
yet  through  the  ordeal  he  managed  to  remain  his  usual  pleasant, 
cooperative  self. 


3.  Each  and  every  member  of  our  respective  staffs  join  with 

us  in  expressing  to|  \ Miss  Hanson,  and) 

through  you,  our  gratitude  and  appreciation  of  theirr~ef forts. 


IjM  $ j 


'9  H c H 


V SA 


“CMer, 




Ison 


ux 


hrarian 


Miss  Helen  E»  HANSON  - Personnel  Folder 


10  April  1952 


Hy  dear  Helen, 

Ihe  Job  which  you  have  done  for  the  Agsacy  in  the  several 
weeks  Just  past  Is  one  which  I shall  never  forget. 

Tour  problem  was  to  plea  for  and  then  actually  effect  the 
uprooting  of  some  office  workers  - complete  with  their 

desks,  file  cabinets,  telephones,  and^iapediffieata  - and  then  rein- 

f _ i ^b»t  made  the  job  uniquely 

difficult  was  that  it  naiet  Be  done  without  major  interruption  to  any 
of  the  various  tasks  on  which  these  workers  were  engaged.  For  my 
such  interruption  would  surely  have  far-reaching  ®d  aerlcrue  effects 
upon  the  workings  of  the  Agency,  and  it  might  conceivably  - if  there 
were  critical  international  developments  in  the  interlude  — work 
harm  to  the  nation. 

5he  problem  seemed  insoluble*  But  you  solwed“it.  The  ad- 
vance planning  was  superb,  and  the  actual  move  itself  was  carried 
out  almost  entirely  over  a weekend  when,  normally,  only  the  skeleton 
crewB  would  have  bean  at  work.  All  units  were  working  in  the  old 
quarters  at  about  90$  of  peak  efficiency  on  Friday  afternoon,  and 
nearly  all  were  -working  efficiently  in  the  new  location  by  Monday 
noon. 

You  will  urge  Upon  me  that  I not  give  too  much  credit  to 
yourself  for  a Job  which,  in  its  most  critical  moments,  was  largely 
performed  by  the  outstanding  members  of  the  staffs  concerned.  This 
is  modest  of  you,  and  it  Is  true  that  we  owe  much  to  the  many  men 
and  woraon  who  labored  till  midnight  each  day  in  dungarees  end  work 
clothes,  but  I say  to  you  that  it  was  your  own  example  sad  leader— 
ship  which  produced  so  rezterfcable  a response  from  -the  staffs  con- 
cerned. All  dreaded  the  move,  all  feared  th®  worst,  and  there  was 
reason  for  them  to  do  so.  But,  while  setting  en  example  of  inde- 
fatigable energy  yourself,  you  el  so  found  time  somehow  to  deal 
humanly  and  generously  with  each  of  the  hundreds  of  little  com- 
plaints from  worried  people,  So  a majority  followed  your  example, 
within  their  capacity  to  do  so,  end  even  the  few  chronic  discon- 
tents were  silence.  X had  expected  twenty  to  thirty 

resignations,  end  there  has  not  been  one* 

P SI  i ^ b.H  .25 

Ihcnk  you,  Helen.  Hey  your  star  ever  flourish. 

bEB'dQMMEr 


Mleg  Helm  % Fjf-'con 


Assistant  Director 


I 


AFFIDAVIT 

STRIKING  AGAINST  THE  FEDERAL  GOVERNMENT 

CENTRAL  TNTELT TORNfiF,  AfrENnv 

(DEPT.  OR  ESTAB.)  (BUREAU  OR  OFFICE) 

WARHTwrrnw,  n.c.  

(PLACE  OF  EMPLOYMENT) 


l . HELEN  E.  HANSON.  do  hereby  swear  (or  affirm) 

THAT  I AM  NOT  ENGAGED  IN  ANY  STRIKE  AGAINST  THE  GOVERNMENT  OF  THE  UNITED 

States  and  that  I will  not  so  engage  while  an  employee  of  the  Government 
of  the  United  States:  that  I am  not  a member  of  an  organ i zat i on  of  Govern- 
ment employees  that  asserts  the  right  to  strike  against  the  Government  of 
the  United  States,  and  that  I will  notwhile'  a Government  employee  become 
a member  of  such  an  organization. 


(SIGNATURE  OF  EMPLOYEE  OR  APPOINTEE) 


Subscribed  and  sworn  to  before  me  this  6th day  of 

OCTOBER . 19U7at  WASHINGTON  . state  of  D.C. . 


APPOINTMENT  CLERK 

Chapter  145,  Title  II,  Sec.  206_ 

.Act.  of  June  26,. .1943. 

. . ( i59o)  • 


Standard  Form  No.  Gla 
Approved  January  28,  1943 
U,  S'.  Civil  Service  Commission 
C.  S.  C.  Dept.  Gir.  No.  409 


OA.H  OF  OFFICE,  AFFIDAVIT, 

AND 

DECLARATION  OF  APPOINTEE 


...OEfflEAL.INIELLIGElO.JlGEl'ICX 

(Department  or  Establishment) 


(Bureau  or  Division) 


.WASHimT.0N^_DJ..I!^ 

(Place  of  Employment) 


A. 

OATH  OF 
OFFICE 


* 

I,  . 


. HELEN.  JL...H4JSQE. 


D°  solemnly  swear  (or  affirm)  that  I will  support  and  defend  the  constitution  of  the  United 
States  against  all  enemies,  foreign  and  domestic;  that  I will  bear  true  faith  and  allegiance 
o t e same  t at  I take  this  obligation  freely,  without  any  mental  reservation  or  purpose  of 
evasion;  and  that  I will  well  and  faithfully  discharge  the  duties  of  the  office  on  which  I am 
about  to  enter.  SO  HELP  ME  GOD.  • 


Do  further  swear  (or  affirm)  that  I do  not  advocate,  nor  am  I a member  of  any  political  party 
or. organization  that  advocates  the  overthrow  of  the  Government  of  the  United  States  by  force 
or  violence;  and  that  during  such  time  as  I am  an  employee  of  the  Federal  Government,  I will 
not  advocate  nor  become  a member  of  any  political  party  or  organization  that  advocates  the 
overthrow  of  the  Government  of  the  United  States  by  force  or  violence. 


C further  certify  that  (1)  I have  not  paid  or  offered  or  promised  to  pay  any  money  or  other 

OFCAPPOIOTEE  thing  <lV^Ueilt0  any  perSOn' firm’  °r  corP°ration  for  the  use  of  influence  to  procure  my  appoint- 
ment;  (2)  I will  inform  myself  of  and  observe  the  provisions  of  the  Civil  Service  law  and  rules 
and  Executive  orders  concerning  political  activity,  political  assessments,  etc.,  as  quoted  on 
the  attached  Information  for  Appointee,  and  [strike  out  either  (3)  or  (4)] 

C3)  the  answers  given  by  me  in  the  Declaration  of  Appointee  on  the  reverse  of  this  sheet 
are  true  and  correct;  _ 


(Signature  of  Appointee) 

Subscribed  and  sworn  before  me  this  day  of  Qc.t.Qber ^ D iglfi 


at 


.mSHINGION. 

(City) 


(State) 


[SEAL] 


. Appointment.  C lerk. 


(Title) 

NOTE.— If  the  oath  is  taken  before  a Notary  Public  theHM?ft^pifat&fi  c7fctx§rnSi(»ioiSaf2i»lcSiGaho 

9£  June  26.  19A.1 


10-32864-  4 


-6-  OCTOBER.  X9kZ 

(Dato  of  Entrance  on  Duty) 


Librariar 


, ..3339.7,20 

(roaruon-ro-which  appointed) 


(Dote  of  Birth) 


Helen 


*3  on, 


Jul.  ' 6 , 19X5  . 


Washington,  D.  C 


id) 


( 0 ) 


3. 


Acted  as  consultant  on  training  policies 

responsible  th®  3 ArmF  CorPs  and  was 

datiora.  making  appropriate  recommen- 

Supervised  all  clerical  and  administrative 

civilian 1 ia  ^ Gaining  Group  including 
civilian  and  military  personnel. 

Duty  assignment  from  March  1945  - Oct.  1945* 

Deputy -WAG  staff  Director  and  WAG  Staff  Director 
eluded'; ranSan  Theater  °f  0P*-tions.  Duties  in-’ 

Formulation  of  policies  governing  the  1500 
members  of  the  WAC  in  that  theat  er . 
Continuous  inspection  trips  to  WAC  units 
In  various  parts  of  Italy,  to  Insure  their 

r„£  e<Sillzatlon’  ”«ll-being  and  con- 
formity  with  established  policies.  _ . 

aen^lnf  lr\ close  liaison  with  other  women's 
British?  * etc?  * ’ ^ Nur3e  Corp3>  Red  Oro3s’ 

Supervising  the  demobilization  of  the  WAGs 
after  VE  Day.  lU3 


(a) 

.(b) 

(c) 

(d) 


4. 


Duty  assignment  from  Nov.  1945  - Nov.  1946- 
mien?Te^Sta£f  ?fficer  in  the  Personnel  and  Ad- 
Staff  ranH°TT 'D"V^i0n  °f  the  War  Department  General 

Army  Corps  .^Duties ^nclSedT  ^ ^ Dir"ector’  Women's 


(a; 


(b) 

(c) 

(d) 

(e) 

(f) 


in  ^la  t inS  plans  and  policies 

governing  all  personnel  of  the  Women’s  Army 
;Jlch  covered  supply,  administration, 
utilization,  recreation,  welfare  and  every 


phase  of  Army  life 


as  it  affects  women, 


(g) 


hp?kn^na\f2ti0n  on  corresPondence,  and  ver- 
bal  and  written  requests  pertaining  to  the 

DAC,  corning  to  the  staff  level  for  approval. 
Represented  the  Director,  WAC  at  numerous  con- 
ferences with  War  Department  agencies,  ci- 

^sisted1?^  °ther  wonen's  services. 

VhfiS^fid-  S °rraulating  Projected  plans  for 
the  utilization  of  women  in  the  Regular  Armv 
and  Organized  Reserves.  ° y 

Initiated  studies  and  surveys  made  on  various 
phases  of  the  WAC. 

Maintained  continuous  liaison  with  all  War 

anPWAc“^n t agencies  taking  implementing  action 
on  ,AC  policies  to  insure  desired  results. 

*alsJ  continued  liaison  with  subordinate  reore- 
the^?^63  °f  thS  Director>  WAC,  throughout 

Cler^ca11  ***  administrative  personnel 
personnel!  ’ lncludlnS  civilian'  and  military  . 


Miss  Helen  E 


Hanson, 

July  16,  1913. 


Washington, 


D. 


C. 


17 


Military  Experience 


1. 


2. 


Duty  assignments  from 
ef  W 

me 


lept  1942  - February  1944 


of  SL nrr? °«r  ^didate  Section,  School  Secretary 
ll  2£^c?r  Candtdate  School,.  Director  of  Training 
*V  AC  Prainin£  Centers , Ft.  Des  Moines  and  Ft.  Oglethorpe 
rslepT«nd^re3P°^Sibilities  include<2  the  following: 
and  outlJ-ning  courses  of  study  taunht 
in  the  Officer  Candidate  School  during' a period 
n which  approximately  5,000  women  were  com- 
missioned. Courses  included  organization  of-  the  • 
Army,  administration,  supply,  leadership,  methods 
ox  raxning,  current  history,  etc.,  Arranged  all 
class  schedules.  ■ 

Supervision  over  courses  taught  in  other  training 
center  activities  such  as  basic  training,  clerks' 
C^se’  cooks  and  bakers  school  and  advanced 
officers'  training.  Approximate  number  of  women 
in  training  at  one  time  was  6,000. 

Initiated  and  directed  the  use  of  training  aids, 

ofS^nSTdUr8S’  demonstr£tions  & other  aspects 

Direct  supervision  over  all  instructors,  varying 
from  15  to  100  in  number.  Responsible  for  their 
selection,  training,  their  satisfactory  perfor- 
mance, and  final  efficiency  ratings, 
oerved  as  President  of  numerous  boards  for  the 

interviewing  and  selecting  applicants 
lor  OC  School,  and  on  other  boards  to  eliminate 
unsuccessful  candidates. 

Duty  assignment  from  March  1944  - Feb.  1945- 
Staff  Officer  and  Executive  Officer  under  Brig.  General 
ofSthArv/dle^  ln  P10  0r£and- nation  and  Training  Division 
the  ^ General  Stafr-  Bhtles  included 

(a)  Extensive  research  in  the  preparation  of  staff' 
studies,  surveys  and  action  papers  for  the  Chief 
ol  the  Division  and  the  Chief  of  Staff. 

Security. officer  for  the  Training  Group,  respon- 
sible for  the  proper  handling  of  all  classified 
material,  including  "TOP  SECRET." 

Screening  of  all  incoming  and  outgoing  corres- 
pondence  in  the  Training  Group.  Prepared  resumes 

of  all  informational  matter  for  the  Chief  of  the 
Group, 


(b) 


(c) 


(d) 


(s) 


>) 


(c) 


SECURITY  OFFICE 
Investigation  Report 


Subject:  ILV'SOK,  Helen  E. 

To:  Chief,  Personnel  Branch 

1.  Investigation  directed  by:  ' 

2.  Sources  of  information: 


3. 


Remarks : 


is  being  considered  for  a position  in  ORE  as  Librarian, 
per  your  request  for  clearance  dated  3 July  1947. 


4.  Recommendat ion : 

SECURITY  approval  RECO?^m£NDED.  THOuGH  Si.:?-.: EC! 
TO  THE  RECEIPT  Of  OEROGATORY  IN FORMAT: ON  AT  SOME 
f O lUn'E  fA;  c . INTERVIEW  WAIVED. 

ut>  ^LESS  the  applicant  enters  upon  duty  within 
days  PROM  above  DATE.  THIS  approval  becomes 

INVALI  D. 


. SCR  1 

AL  NO. 

NAUC  rif  l-Uiddl  . ) 

HANSON,  Helen  Evel 


IDENTITY  OF  OTHER  OOCUMCNT8  WHICH  8H0UL0  l(  REVIEWED  IN  OCTAIL 


to*  ADDITIONAL  INFORMATION 

Commendations  1952  from  AD/CD  and  four  OCD  Division  Chiefs  for  advance  planning, 
able  assistance  rendered,  and  success  of  the  move  to  new  quarters. 

Commendation  1954  from  Chairman,  CIA  Career  Service  Board,  for  excellent  Pinal 
Report  of  the  Panel  on  Career  Service  for  Women. 

Award  1955  of  $500,00  for  Superior  Performance  of  duty. 

Appointed  1956  member  of  Suggestion  Award  Committee  for  FY  1957. 

Appreciation  1958  from  Chairman,  SAC,  for  helpful  service  as  a member. 
Commendation  1958  from  AD/CR  for  serving  as  a member  of  inteivofflce  task  team 
which  reviewed  the  OCR  management  reports  system. 


.t  1 200  |WT  2) 


'•••  ISM  |MII  ||, 

••mm.  ^ 


PROFILE 


^see RTf 

(When  Pilled  In) 


SECTION  C NARRATIVE  COMMENTS 


Indicate  significant  strength*  or  weaknesses  demonstrated  In  current  position  keeping  In  pr6pi?/p4l  IMctiv*  thalr  relationship  t 
overall  performance.  State  suggestions  made  for  improvement  of  work  performance.  Give  recommena€itfon4/p(Mt^oialng.  Comiru 
on  foreign  language  competence.  If  required  for  current  position.  A»r.p!tfy  or  explain  ratings  given  In  Section  B*to  provide  best 
basis  for  determininu  future  personnel  action.  Manner  of  performance  of  manaoerialler  supervisory  duties  must  be  described.  If 
appl  {cable.  TOrT  h 


ktive  their  relationship  to 


recommanaatfefrd/ppC'troinlng.  Comment 
as  given  In  Section  B'to  provide  best 


It  is  difficult  to  overstate  the  case  for  Miss  Hanson.  Her  devotion  to  duty  and  hard 
work  in  continually  assessing  the  people  and  programs  of  the  Oftlqe^ty  make  its 
contribution  to  the  Agency  maximal,  and  to  ensure  its  regular  re-vi tallfction,  are 
without  precedent.  Within  her  own  staff,  she  has  selected  as  assistants  extremely 
competent  people  and  is  constantly  encouraging  and  developing  her  junior  people  for 
positions  of  greater  responsibility  elsewhere.  Her  knowledge  of  and  dealing  with 
budgetary  and  personnel  matters  have  been  acknowledged  by  others  outside  the 
Office  as  exemplary. 

Modest  about  her  own  contribution,  Miss  Hanson  is  quick  to  give  oredit  to 
others. 

Miss  Hanson  was  one  of  two  Agency  nominees  for  the  First  Annual  Federal 
Woman's  Award;  she  received  from  the  DCI  a Citation  for  Outstanding  Performance 
In  1955.  More  recently  she  received  a letter  of  appreciation  from  General  Carter, 
DDCI,  for  heading  a group  of  Agency  employees  in  charge  of  decorating  Headquarters 
last  Christmas  with  great  success.  We  will  continue  to  consider  her  nomination  for 
appropriate  recognition. 


SECTION  D 


l. 


CERTIFICATION  AND  COMMENTS 


BY  EMPLOYEE 


I CERTIFY  THAT  I HAVE  SEEN  SECTIONS  A,  B.  AND  C OF  THIS  REPORT 


SIGNATURE  OF  EMPLOYEE  I 

“ijtJluns  C. 


BY  SUPERVISOR 


MONTHS  EMPLOYEE  HAS  BEEN  IF  THIS  REPORT  HAS  NOT  BEEN  SHOWN  TO  EMPLOYEE.  GIVE  EXPLANATION 

UNDER  MY  SUPERVISION 


^3 


[OFFICIAL  TITLE  OF  SUPERVISOR 


AD/CR 


BY  REVIEWING  OFFICIAL 


OFFICIAL  TITLE  OF  REVIEWING  OFFICIAL  ITVPED  OR  PRINTED  NAME  AND  SIONATURE 


SECRET 

( When  Filled  In) 

FITNESS  REPORT  *'  ^ °r'  !,pl  ''Nv< 


3 CAREER  SERVICE 


EMPLOYEE  SERIAL  NUMBER 


'SECTION  A 


1.  NAME 

(Laat) 

(Flret) 

(Middled 

■J..I  a.liJM 

E. 

«.  OFFICIAL 

POSITION  TITLE 

Admin.  Officer 


*•  CHECK  (X)  TYPE  OF  APPOINTMENT 


CAREER  [ I RESERVE  TEMPORARY 


CAREER-PROVISIONAL  (See  Instruct  Ions  - Section  C) 

special  (Speclty); 


It.  DATE  REPORT  DUE  IN  O.P. 


I to.  CHECK  (X)  TYPE  OF  REPORT 

INITIAL 

REASSIGNMENT  SUPERVISOR 

X 

ANNUAL 

REASSIGNMENT  EMPLOYEE 

SPECIAL  (Speclty)! 

SECTION  B 


w - leak 
A - Adoquoto 


12.  REPORTING  PERIOD  (Ftom^  to -)  , 

3 . 

PERFORMANCE  EVALUATION 

Performonce  range,  from  wholly  Inadequate  to  slightly  less  than  satisfactory.  A rating  In  this  category  requires 
positive  remedial  action.  The  nature  of  the  action  could  range  from  counseling,  to  further  training,  to  placing  on 
probation,  to  reassignment  or  to  separation.  Describe  action  token  or  proposed  In  Section  C. 

Performance  meets  all  requirements.  It  is  entirely  satisfactory  ond  Is  characterised  neither  by  deficiency  nor 
excellence.  ’ 


P - Proficient  Performance  Is  more  than  satisfactory.  Desired  results  ore  being  produced  In  a proficient  manner. 

S - Strong  Performance  Is  characterized  by  exceptional  proficiency. 

0 • Outstanding  Performance  Is  so  exceptional  in  relation  to  requirements  of  the  work  and  In  comparison  to  the  performance  of 
others  doing  similar  work  as  to  warrant  special  recognition. 


SPECIFIC  DUTIES 


List  up  to  six  of  the  most  Important  specific  duties  performed  during  the  rating  period.  Insert  roting  letter  which  best  describes  the 
manner  In  which  employee  performs  EACH  specific  duty.  Consider  ONLY  effectiveness  In  performance  of  that  duty.  All  employees 
with  supervisory  responsibilities  MUST  be  rated  on  their  ability  to  supervise  (Indicate  number  ot  employees  supervised). 

SPECIFIC  OUTY  NO.  1 ~ ' P raTTnc 


Chief,  Administrative  Staff,  responsible  for  administrative  support  to  the  AD/CR  and 
the  Office  as  a whole,  which  function  is  performed  with  a staff  of  j 

SPECIFIC  DUTY  NO.  2 J \ “ 


RATING 

LETTER 


RATING 

LETTER 


SPECIFIC  DUTY  NO**  , ): 


SPECIFIC  DUTY  NO.  4 


Oil:  • . If 


RATING 

LETTER 


RATING 

LETTER 


OVERALL  PERFORMANCE  IN  CURRENT  POSITION  ' 

- : "? 1— — *-"■  1 " — — — 

Toke  Into  occount  everything  about  the  employee  which  influences  his  effectiveness  ‘in  hi  s current  position  such  as  per- 
formance  of  specific  duties,  productivity,  conduct  on  job,  cooperativeness,  pertinent  personal  traits  or  habits,  ond 
particular  limitations  or  talents.  Based  on  your  knowledge  of  employee’s  overall  performance  during  the  roting  period, 
place  the  letter  in  t^rafinp'box  corresponding  to  the  statement  which  most  accurately  reflects  his  level  of  performance. 


RATING 

LETTER 


1 5 MAY  19 


rs  PREVIOUS  EDITIONS. 


IOTMCR  .TATUS 


BIOGRAPHIC  PROFILE  (PART  l)SCD:  29  Mar  1943 


I.  OAtE  or  OIRTN  %.  LONGEVITY  COM 

Jul  1913  16  Oct  1947 

VCARdl  or  OHIIM  [«.  US  NATURALIZATION  DA1CU) 


Mr  Forco  Lt  Col 


IS.  RR0FCS1IONAL  TUT  OATC 

None 


■ ASSCSSMCNT  OAT* 

Nono 


IS.  NON*  Cl  A (MPLOVMHIT 

1935-33  Board  o f Educ,  Amery,  Vlo  - Teacher  of  H S English,  Librarian 
1933-42  Board  of  Educ,  Niagara,  Via  - Teacher  of  H S English,  Librarian 
1942-46  Military  Service,  DS  A ray,  VAC  Lt  Col  - Training  Off  Exso  Off 
VAC  Staff  Director  in  Mediterranean  Theater 


U.  NON*  c 1 a education 

1931-35  St.  oiaf  College,  Northfield,  Minn  - BA  English,  History 
1935-36  Unlv  of  Uisoonsin  Extension  - Library  course 

1956  National  Resources  Orientation  Course  - Aimed  Forces  Industrial  College 
1^57  Communist  Strategy  - Foreign  Service  Institute 


IT.  FOREIGN 
LANGUAGE 

abilities 

( , Fftl* 

c 4 *s«p , Belt  Tmmtmd 


French  • R Elem;  W,  P,  S,  U,  T None  - Nov  1958 


IB.  AGENCY  SPONSORED  TRAININD 

1951  CIA  Orient 
1958  Basic  Mgot 


It.  CIA  [UFIOVMCNT  HISTORY  »HIC*  >»  HR  T l.«T  (Fthonnil  Aetl*xt,  Ulllfry  Ord»r»,  and  Principal  Dttslls) 

ORGANIZATION  A ORGAN.  TITLE  (If  •»r) | 1 LOCATION 


r.irtCTIVC  OAT*  | POSITION  TITLt  • OCCUR  AT  I ON  AL  COO* 


Librarian 

w 


Adsin  Of/ 


12 

03 

04 

: 14 


1200  (PART  I)  RHTIMt 


;/Rof  Br/lntel  Documents 
ic,Adc&Mgt/Ref  Con/Library 


OHE/Rof  Br/lntel 
Exeo,AdcAMgt/Ref 

OCD/Ch,Adiain  Stf 

a a a a 


■ 


OCB/Off  of  AD/Ch,  JLMa  Stf 


**^|  26  Aug  1959 


— ltDIDATE  MUST  NOT  SEE  .THIS  PAut 

UNFAVORABLE  CIWCUMSTAWCES  777771  on  >,|L|T<BT) ■ * 


REMARKS,  (ADDITIONAL  PERTINENT  INFORMATION) “ — 

tr  fy>  -j  o V|  S Ve  jsa  V ~t  s "a-JcJ  /*•  »j  a I ^ s/r 


V1,1\Coa»>?.,v0Joi#-4-  L ■ 

, ' I 3 iT  i aJq  ~3~  C <J  u.  'r  S'  e t *■>  "5  h ov  ~f~  U » gL- 

’ Y P ^ 9 "^  <=»  <?UL  T*.  I ’ C.  C ' 

']  * 'f  ' 0vr*  &-.AJ  Oo)C>(rS‘ff  »JJ  ^ ,L1  f’  , 


Cl. EARED  FOR  CONSIDERATION  BY, 


SERVICE  RECORD  CHECKED: 


__ factors 

motivation  . ENERGY.  EFFORT. 
INITIATIVE.  INTEREST  IN  ASSIGNMENT. 


DEC^I!v?!;ccNTEI-L,r’ENCE  ‘ JUDGMENT. 

EC  S VENESS . ALERTNESS,  PERCEPTION. 


m a * ^^d^i^naT  txintroT  aTi d 

maturity,  absence  of  nervous  symptoms. 

absence  OF  ANNOYING  traits. 

' organ,z|ng  ability;  “ 
bility  to  wjn  cooperation. 


PRESENCE..  VIGOR.  STAMINA. 


I SUP  [ E | vs  1 S IunsI 


FORM  NO.  66-1  f | 

ratings 


form  no.  EO  f I 


EXPLANAT ION 


° f tw  p U)  * x 

F to  ^ , T ^~Tf~c77~. 

VAint-t-  Held  S>  * fa  yc  b $ 

S'?abl<£+~ 

■^faf'T  sb/Rectof^  5t  A^<i_ 
?T(>er  -e-A  k'<  b:  f p </' 

<*^KV*S  of 

>y/<se.  /eo/c','  fiS  <> 


SOURCE 


CASUAL  [ [ 


REPORT  OF  INTERVIEW 


RECOMMENDED  FOR  BRANCH 


NAME  (last) 


/-  X / 


(rim) 


( m i d o LLt-; 


He/pJ  \ A/  n) 'S'o 

* I UIIUDTD  I 


SER l AL  NUMBER 


ORGAN  I ZAT  ION 


CONTROL  NUMBER 


date 


7 'r  * R •’  H 7 

~by  vi  r*  C_  H e?  £ 


OEPT . . OFF  ICE  OR  BRANCH 


ADDRESS  (business  os  military) 


DATE  OF  BIRTH 


/ Co  .T^/y  / y > .2 


TELEPHONE 


D.C.C.C 


lh^h- , n x> . c... 


i i rini’a  nTi — » t^v-u-i  -■  -e-u-i 1 . . 

-T»  1 ' , | / /'T©  7" A.  C.  V'  J)0  V O ^ » C /V  o v*  € I 

itJ  H j: yr  /A>  L/J  ra  A>r//J v 

HMEUhusbuno  or  wire)  a O 7 


a + , \seS  & u q y~S'q 


e-il 


s ; 


PLACE  OF  BIRTH 


DATE  OF  BIRTH 


CITIZENSHIP  I HO  f ACQUIRED) 


EDUCATION  (SCHOOLS,  degrees.  dates,  majors,  grades,  and  extra  curricular  activities) 


Sr . 0 f c0  / 1 e.  <j  e - A i/iUjeSd  h - 7^  /9-.  / ^ 2 5 

/T^cJo^^cL  ,/J  E1  aJ  <j  I s/\  - 

/ Y -pc  s ~/~o  c P_  vS" '/  S ^ uA  > A/  /'-f 


7/^ 


A 


LANGUAGES  lima  or  rentier,  ho*  acouiico) 

l"~  ^ E~  C.  l-^  _ 'X_  y ~T  S , s Co  //e  ^ 

<p  iy-  e.  / y 

*}-c  a ^ ^ ; 

,FORElGN  EXPERIENCE  (extent  and  purpose) 

TR<V  ^C-  te-<L  / v>  ~T  k e A"  ??  /M  u 7~«>  Cr  ft  e G>  c cy 
\ A/o  at  T*  K /K"  r.'c  a - ^ 

Pa.  /ef  o J 

c-?  ■//>->- 
a " 

R 1 NC 1 PAL-  C 1 V IL 1 AN  EXPERIENCE  (MAIN  OCCUPATION,  SPECIAL  SKILLS,  ACCOMPLISHMENTS.  ELECTIVE  OFFICES) 

Y T *acl|«r  - ^ e v V|  ' } u ' 5,  -V-  AA<9<fV£^\jJ;$>  +\j  ^ 1^  f- 

A~  v c^V\  c b o & I tz  ^ W A 4-  L>J  s.  S L't  DKft'Q.  } fi-ru  <3-e  Pov  e_ 

C <&  *\\  i tJ  iicVo  k * A ^ aj 


LITARY  EXPERIENCE  (PRINCIPAL  DUTIES,  SERVICE  SCHOOLS.  if  officer:  MANNER  OF  PERFORMANCE  RATINGS:  IF  EM: 

IC..T  SCORE,  DEGREE  OF  SKILLS,  MOS  AND  MCO  TITLES. 

^ 1 y 7 *—  - vL  j c a » v « e.  ‘d.  rr/h  . x <«  - ? — 

/»  7-  Co  / I,  VJ  ft-  S'  /' zO  -+*.*<£-  P I a /w  i,  ^ ^ v . sfa^  og 

*4  ft  1)  /H.'fc)'  <V  - <3  - Srro^r^z  &fW((,'vfc/o  J ^ JZT  / s /v 

C J £ R T C-  V^-CL  a ;s  K-fCc  Free  v /»  Co/'  Be/ ce/- 


■NO  . 

3 4 6 


(1535) 


7 July  1947 


Miss  Helen  E.  Hanson 


Dear  Miss  Hans on i 


You  ere  at  present  being  considered  for 
employment  with  the  Central  Intelligence  Group  ae 

a Librarian,! j #8397,20  per  annua.  The  position 

for  whioh  you  are  being  considered  is  pending  re- 
view and  approval  by  our  budget  casual ttee.  There 
are  a number  of  factors  Involved,  suoh  as  review 
of  qualifications,  approval  of  grade  by  the  Civil 
Servloe  Commission,  etc.,  all  of  whioh  is  a some- 
what time- consuming  process  often  requiring  four 
to  eight  weeks  to  complete. 

If  for  any  reason  you  are  unable  to  aooept 
employment  with  this  organisation,  please  let  us 
know  at  once  so  that  consideration  of  your  case  may 
be  cancelled, 

Tfa  appreciate  your  interest  and  cooperation 
^nd  will  oosmanioate  with  you  as  soon  as  possible. 


Very  truly  yours. 


jS 

MDRS?  E.  VAH  ES80 

Chief,  Procurement  & Placement  Seotlon 
Personnel  Division 


PERSONNEL  ACTION  REQUEST 


NAME: 

HELEN  E.  HANSON 

NATURE  Of  ACTION: 

PROMOTION  AND  TRANSFER 

EFFECTIVE  DATE:  ~ 

AS  SOON  AS  POSSIBLE 


FOR  SEPARATIONS.  TRANSFERS  OUT.  AND  RESIGNATIONS 

LAST  WORKING  DAY: 


FOR  RESIGNATIONS  FROM  FEDERAL  SERVICE  ONLY 

SIGNATURE  OF  EMPLOYEE: 


CLASSIFICATION 


VICE 

1A 

l/ 

vv 

QUALIFICATION  & REVIEW  ( INITIAL ' 


[DATE- 


SIGNATURE  (EXECUTIVE  FOR  A A M ) 


SIGNATURE  (CHIEF,  PERSONNE L BRANCH 


FROM 

TO 

TITLE 

LIBRARIAN 

LIBRARIAN 

GRADE  and  SALARY 


OFFICE 


REMARKS 


$4149.60 


TIVE  FOR  A & M 


WASHINGTON,  D.C. 


ARKS  '1  I , 

Action  re-sutmiLtea  on  basis  of  attached  memo  frob  !da?fecP  'y  \ 

18  June  1948.  . » ft  ” M Cj, 

UUL'TlSftfi  Jr  J / , A 7)  -'APPROVED: £1 


ijih 


V 0 Executive OCD 

RECOMMENDED : office  chief,  branch  chief,  or  administrative  officer  j DATE  " ~~ 


Administrative  Officer,  OCD 


21  June  1948 


form  no.  J 

OCT  194  6 -I 


PERSONNEL  ACTION  REQUEST 


NAME; 

Helen  E.  Hanson  ' 

NATURE  OF  ACTION?  

Transfer  & Promotion 

EFFECTIVE  DATE:  

As  soon  as  possible 


FOR  SEPARATIONS,  TRANSFERS  OUT,  AND  RESIGNATIONS 

LAST  WORKING  DAY: 


BUDGET 


i INITIAL 


VICE 

1A 

1/ 

vv 

4 

NEW  | i 
EMPLOYMENT 


3 ' 

I INITIAL 


FOR  RESIGNATIONS  FROM  FEDERAL  SERVICE  ONLY 

SIGNATURE  OF  EMPLOYEE: 


CHIEF,  PERSONNEL  DIV  INITIAL 


FROM 

TITLE 

Librarian 

GRADE  and  SALARY 

$3397.20 

Office 


OFFICIAL  STATION 


DEPT,  or  FIELD 

REMARKS : 

From] 

toO 


Tfashi ngtonf  D.  C 
Departmental 


Departmental 
APffi OVED: 


Deputy  Ch%eif 
Reference  (Csnter 


RECOMMENDED:  office  chief,  branch  chief,  or  administrative  officer  I 


Lnistrative  Officer 


y I9i*8 


( 1514) 


PERSONNEL  ACTION  REQUEST 


NAME: 

HELM  E.  .HANSON 

NATURE  Of  ACTION: 

AND  TRANSFER 


EFFECTIVE  DATE: 

o2  cX  / 'f'  Y (f~ 


FOR  SEPARATIONS.  TRANSFERS  OUT.  AND  RESIGNATIONS 

LAST  WORKING  DAY: 


FOR  RESIGNATIONS  FROM  FEDERAL  SERVICE  ONLY 

SIGNATURE  OF  EMPLOYEE: 


CLASSIFICATION 


VICE 

1A 

b' 

'^v 

NEW 

HTTAT  HTTP  A 

TTAM 

(o  - 3 - ^7 


FROM 


s iGNATURt — rcTnrr; — fer’funnel  br 


TO 


TITLE 


GRADE  and  SALARY 


OFFICE 

BRANCH 


EXECUTIVE  FOR  A & 
REFERENCE  CENTER 


EXECUTIVE  FOR  A & 
LENCE  CENTER 


DIVISION 

INTELLIGMCEDOCUMMTS 

T®TEI±3ei3^ 

SECTION 

: 

ACCESSION,  REFERENCE  & CIRCULATION  BIBLIOGRAPHIC  SECTION 

OFFICIAL  STATION 
DEPT,  or  FIELD 
REMARKS : 


WASHINGTON,  D.  C. 


DEPARTMENTAL 


— - 


Action  resubmitted  on  basis  of 
request  from  personnel  after  a 30  day 
period. 


WASHINGTON,  D.  C 

DEPARTMENTAL  [ 2,  0 

APPROVED:  £\y’'  ? ' 

;w 


Executive  Assistant^Director,.  OCD 

v'  /a 

\y  .....  .. 

— ; > Z, 

EC.OMMENDED.:_office_chief.branch  chief,  or  administrative  officer  | DATE  


iistrative  Director,  OCD 


24  JULY  48 


( 1514) 


PERSONNEL  ACTION  REQUEST 


NAME: 


HELEN  E.  HANSON 


NATURE  OF  ACTION: 

TRANSFER  & PROMOTION 


VICE 

1A 

VV 

NEW 

EFFECTIVE  DATE: 


FOR  SEPARATIONS,  TRANSFERS  OUT,  AND  RESIGNATIONS 

LAST  WORKING  DAY: 


FOR  RESIGNATIONS  FROM  FEDERAL  SERVICE  ONLY 

SIGNATURE  OF  EMPLOYEE: 


CLASSIFICATION 


DATE 


QUALIFICATION  & REVIEW! 


Dims 


SIGNATURE  (EXECUTIVE  DIRECTOR) 


SIGN 


SIGN 


TTIAT nTOTCTJ r~c' 


FOR  A 4 M J 


mm. 


SONNEL  8R/NCH) 


TITLE 

1 

Librarian, 

Administrative  Officer, 

GRADE  and  SALARY 

-L— 1 ,^7f 

$4149*60-  per  annum 

$5232.00  per  annum. 

OFFICE 

: 

Executive  for  ml 

Collection  & Dissemination 

BRANCH 

— j 

Reference  Center 

Administrative  Staff 

DIVISION 

♦ • 

Library 

SECTION 

Bibliographic  Section 

u *■  ^7/ — 

— * •-  - 

Executive  Assistant  director,  OCD 


RECOMMENDED:  office  chief,  branch  chief,  or  administrative  officer 


Personnel  Officer,  OCl) 


OC'f'194637^3 


DATE 

2P-  January  1949 


( 1514) 


PERSONNEL  ACTION  REQUEST 

REGISTER  NO. 

NAME 

Helen  E.  Hanson 

REQUESTED  EFFECTIVE  DATE 

Af 

dV 

! 

Promotion 


WHEN  LEAVING  (VOUCHERED) 
LAST  WORKING  DAY; 
EMPLOYEE'S  SIGNATURE: 


Administrative  Officer,  GS-11 

GRADE  AND  SAURY  rS&G&Z*-  F= 

GS-11,  per  annum 

OFFICE  

Collection  and  Dissemination 

DIVISION?^  ~ 

/|  Office  of  the  Chief 

BRANC*  AND  SECTION  

'-Administrative  Staff 

OFFICIAL  STATION  ~ 

Washington,  D,  C. ~ 

DEPARTMENTAL  [2  ntLo  [~ ; 


Administrative  Officer,  GS-12 
GS-12,  $6L00.00  per  annum 

Collection  and  Dissemination 


Administrative  Staff 


Washington,  D.  C. 


DEPARTMENTAL 


Approved: 


Executive 


RECOMMENDED: 


12  February  1951 

(DATE) 


PLACEMENT 

DATE  QUALIFICATIONS  APPROVED 


CLEARANCE  REQUESTED 


(SIGNATURE  OF  OFFICE  CHIEF,  DIVISION  CHIEF  OR  ADM.  OFFICER) 


FOR  USE  OF  PERSONNEL  ONLY 


CLASSIFICATION 


NEW  VICE  |.  A. 


FORM  NO.  0 7__Q 

1UL  1950  dl  0 


PERSONNEL  ACTION  REQUEST 


REGISTER  NUMBER 


m 

, ,L'-.-  : ■.  i_,  o . .. 

T • ' "V;  \ 

NATURE  OF  ACTION 

FROM 

GRADE  AND  SALARY 

G3-f 


DEPARTMENTAL  |_ 

REMARKS: 


DEPARTMENTAL  I ^ I FIELD  I I 


RECOMMENDED: 


U /iootgi'lbar  T3v? 

DATE 


PLACEMENT 


date,  QUALIFICATIONS 

CLEARANCE  REQUE! 
"date  pPm  L 


DATE 


CUSS  I FI  CAT  I ON 


SIGNATURE 


C.S.C.  NO. 


DATE 

I EFFECT  I VE  DATE 


SIGNATURE 


SIGNATURE  OF  OFFICE  CHIEF,  DIVISION  CHIEF  OR  ADM.  OFFICER 


FOR  USE  OF  PERSONNEL  ONLY 

TRANSACT  I ONS  -ANP  RECORDS 

A PPROPR  I AT  1 01 
ALLOTMENT: 

CSC  AUTHOR IT1 


DATE  SIGNATURE 

q gRy  I 

PERSONNEL’ REUT I L 


DATE 


DATE  AFil 


REAL 


no — : 


SIGNATURE 


APPROVALS 


DATE 


SUBJECT  TO  SECURITY  CLEARANC 


SIGNATURE  OF  EXECUTIVE 


s I GNAXURF_0m  I U I R_l_Q.N_0.H_Um- 


1-  4-  TV 


SEP  5 


STANDARD  FORM  52 

pRomn.6*TED  er  we 
0.  f.  CIVIL  SERVICE  COHMlWWa 
JANUARY  1K»— FEDtRAi.  PEHSCKKEI. 
MANUAL  CHAPTER  Rl 


REQUEST  FOR  PERSONNEL  ACTION 


REQUESTING  OFFICE:  Fill  in  items  1 through  12  end  A through  D except  6B  and  7 unless  otherwise  instructed. 
__ opplicable,  obtoin  resignation  and  fill  in  separation  data  on  reverse. 

L NAME  <Afr.-AriM-AfM.-OnB  given  name,  initUK*),  end  surname)  I i DATE  OF  BIRTH  I 1 REQUEST  NO.  I A BATE  nr 


MISS  HELEN  E.  HANSON. 

S.  NATURE  OF  ACTION  REQUESTED:  ~ 

A.  PERSONNEL  ( Specify  whether  appointment,  promotion,  separation,  etc .) 

REASSIGNMENT 

B.  POSITION  {Specify  whether  establish,  change  grade  or  title,  eto.) 


16  JULY  1913 


FROM— 

A dm.  Off-ins  J 


| per  annum 

tfS&O.  oo 


8.  POSITION  TITLE  AND 
NUMBER 


! a SERVICE,  GRADE,  ANO 
SALARY 


111  ORGANIZATIONAL 
DESIGNATIONS 


l REQUEST  NO. 


8.  EFFECTIVE  DATE 
A.  PROPOSED; 


| 4.  DATE  OF  REQUEST 


31  MAR  5U 

7.  C.S.  OR  OTHER 
LEGAL  AUTHOR- 
ITY 


Adm — 

Vi  .-n»fcO-.60-per  annum 
DD  I70CD  fS'C  6-0  0 

Office  of  Assistant  Director 
Administrative  Staff.  , 


DEPARTMENTAL 


A.  REMARKS  (t/se  reverse  if  necessary) 


| 11.  HEADQUARTERS 


Washington,  D*  C. 


12,  FIELD  OR  DEPARTMENTAL  I I I — 


j x ] DEPARTMENTAL 


PERIODIC  STEP  INCREASE  DUE 

TO  SALARY  ft  


B.  REQUESTED  BY  (Name  and  tit  la) 


C.  FOR  ADDITIONAL  INFORMATION  CALL  {Name  and  telephone  extension) 


15.  16.  17.  APPROPRIATION 

SEX  RACE  , 

froN 


21.  STANDARD  FORM  50  REMARKS 


18.  SUBJECT  TO  C.  S.  19.  DATE  OF  APPOINT-  20.  LEGAL  RESIDENCE 
RETIREMENT  ACT  MENT  AFFIDAVITS 

(YES — NO)  (ACCESSIONS  ONLY)  Q CLAIMED  | | PROVED 

STATE: 


22.  CLEARANCES 


INITIAL  OR  SIGNATURE 


APPLICATION  FOR  MEMBERSHIP 
in  the  CAREER  STAFF  of  the 
CENTRAL  INTELLIGENCE  AGENCY 


To  the  Director  of  Central  Intelligence 
Sir: 


I submit  herewith  my  application  for  membership  in  the  Career  Staff  of  the 
Central  Intelligence  Agency  as  defined  below: 

The  Career  Staff  of  the  Central  Intelligence  Agency  is  a group  of 
carefully  selected  and  trained  individuals  who  accept  an  obligation  to 
devote  themselves  to  the  needs  of  the  Agency,  and  who  intend  to  make 
a career  with  the  Agency." 

In  accordance  with  this  definition,  I desire  to  devote  myself  to  the  faith- 
ful performance  of  duty  in  the  Central  Intelligence  Agency,  and  I accept  the 
obligations  and  conditions  of  that  service  which  are  determined  to  be  essen- 
tial to  the  furtherance  of  its  mission. 


I am  aware  of  the  many  restrictions  necessarily  placed  upon  me  by  virtue 
of  the  security  requirements  inherent  in  my  employment  by  the  Central  Intelli- 
gence Agency.  I am  also  aware  that  as  a member  of  the  Career  Staff,  it  will 
be  my  obligation  to  serve  anywhere  and  at  any  time  and  for  any  kind  of  duty 
as  determined  by  the  needs  of  the  Agency,  and  I have  been  assured  that  in 
order  to  carry  out  this  policy,  full  consideration  will  be  given  to  my  particular 
capabilities,  interests,  and  persona!  circumstances.  By  virtue  of  this  applica- 
tion for  membership  and  upon  my  acceptance  in  the  Career  Staff,  I am  assured 
that,  with  continuing  satisfactory  work  performance  and  conduct  on  my  part, 
just  and  equitable  attention  will  be  accorded  my  personal  progress  during  my 
tenure  in  the  Career  Staff.  I am  also  assured  that,  on  my  satisfactory  com- 
pletion of  any  assignments,  I will  be  offered  reassignments  which  are  compati- 
ble insofar  as  possible  with  my  abilities  and  career  interests,  and  that  I shall 
be  entitled  to  the  benefits  now  available  or  to  be  made  available  in  the  future 
to  members  of  the  Career  Staff  of  the  Central  Intelligence  Agency. 

MEMBERSHIP  IN  THE  CAREER  STAFF  OF 

THE  CENTRAL  INTELLIGENCE  AGENCY  : 

APPROVED,  TO  TAKE  EFFFCT  1 JUL  1° 


(Signature) 


FOR  THE  DIRECTOR  OF  CENTRAL  INTELLIGENCE: 
EXECUTIVE  DIRECTOR 


Z X/ 

' /rs  . . . \ 


(Date) 


1&— 57320-2 


sk6et 


(When  Filled  In) 

EMPLOYEE  NOTICE  OF  RESIGNATION 


I RESIGN  EFFECTIVE  _ 


.FOR  THE  FOLLOWING  REASON: 


MTu4A5£woRKiN(£«gY  will  se- 


date SIGNED 


SIGNATURE  OF  EMPLOYEE 


/U&  /%  sfc</ 


FORWARD  COMMUNICATIONS,  INCLU®»G  SALARY  CHECKS  AND  BONDS,  TO  THE  FOLLOWING  ADDRESS  (Number,  Slree/,  City.  Stale,  Zip  Cotie) 


Items  I thru  7 
and 

Items  9 thru  18a 


INSTRUCTIONS  . , „ •.  , sc  ■■■ 

— : , ■ * 5C5 ± 

The  initiating  office  should  fill  in  each  of  the  referenced  items.  Items  3 thru^  and  ^thru 
18  require  information  which  pertains  only  to  the  action  requested,  and  NOTjSb  the  cUTrent 
status  of  the  employee  unless  specific  items  remain  unchanged. 


Item  5 — "Category'  of  Employment”  should  show  one  of  the  following  entries: 


Regular 
Part  Time 
Temporary 

Temporary-Part  Time 


Summer 
Detail  Out 
Detail  In 


-WAE 

Consultant 

Military 


Item  9 — "Organizational  Designations”  should  show  all  levels  of  organization  pertinent  to  identify- 
ing the  location  of  the  position: 

5;^  Major  Component  (Director,  Deputy  Director , etc.)  '■ 

^ 3 Office,  Major  Staff,  etc. 

Foreign  Field  or  U.S.  Field  (if  pertinent) 

Division  or  Staff  (subordinate  to  first  Hue) 

Branch 

Section 

Unit 


Items  1 1 and  1 5 — 


’Position  Title”  and  "Occupational  Series”  should  be  the  standard  abbreviated  title  and 
corresponding  occupational  series  in  Handbook  of  Official  Occupational  Titles  and  Codes 
for  the  duties  actually  to  be  performed  by  the  employee.  If  different  from  the  title  and 
series  of  the  position  occupied  as  shown  on  the  most  current  edition  of  the  Position  Con- 
trol Register  or  Form  261,  Staffing  Complement  Change  Authorization,  explain  under  Item 
18  — Remarks. 


Item  18b  — Signature  should  be  that  of  the  official  authorized  to  approve  for  the  Career  Service  to  which 
the  employee  belongs.  If  more  than  one  Career  Service  is  involved,  the  gaining  Career  Sen- 
ice  should  approve  and  the  other  Career  Service  should  concur  in  Item  18,  Remarks. 


ROUI  INC—  The  original  only  of  this  form  will  be  forwarded  to  the  Office  of  Personnel  through  the  appropriate 
Career  Service  official  (s ) . In  the  case  of  requests  specified  in  HB  20-800-1,  which  require  advance 
approval  of  or  notification  to  the  Office  of  Security  or  the  Office  of  the  Comptroller,  one  copy  only 
will  be  sent  to  the  Office (s)  concerned. 


SE 


( W'hrti  Filled  In) 

REQUEST  FOR  PERSONNEL  ACTION 


1 . SE R IA l NUMBER  2.  NAME  ( Lust—  First-  M iddle ) 


OATE  PREPARED 

18  March  1^6 


HANSON,  Helen  E. 

3 MATURE  OF  PERSONNEL  ACTION 

Resignation 


9.  ORGANIZATIONAL  DESIGNATIONS 

DDI/OCR 

Office  of  the  Assistant  Director 
Administrative  Staff 


U . POSITION  TITLE  I 2 POSITION  NUMBE 

Adm  Officer  - Ch 

U.  CLASSIFICATION  SCHEDULE  (GS.  LB.  etc.)  I 15.  OCCUPATIONAL  SERIES  16.  GRADE  AND  STEP 


4,  EFFECTIVE  DATE  REQUESTED 

5.  CATEGORY  OF  EMPLOYMENT 

MONTH  DAY  YEAR 

b | 3 | 6b 

Regular 

7.  COST  CENTER  NO.  CHARGE- 

8.  LEGAL  AUTHORITY  (Com pitted  by  Office  of 

ARI  F 

Personnel ) 

10.  LOCATION  OF  OFFICIAL  STATlOh 

Washington,  D.  C. 

1 2.  POSITION  NUMBER 

13.  CAREER  SERVICE  DESIGNATION 

16.  GRADE  AND  STEP 

17.  SALARY  OR  RATE  ^ 

lb-6 

$ 15,865  ^ 

One  copy  sent  to  Payroll. 


18A,  SIGNATURE  OF  REQUESTING  OFFICIAL 


DATE  SIGNED 


SPACE  BELOW  FOR  EXCLUSIVE  USE  OF  THE  OFFICE  OF  PERSONNEL 


19.  ACTION  120,  EMPLOY,  21.  OFFICE  COOING  22.  STATION  23.  INTEGREE  24.  HDQTRS.  25.  DATE  OF  BIRTH  26.  OATE  OF  GRADE  27:  ■'  DATE  OF  LEI 

I NUMERIC  ALPHABETIC  C00^  C00E  *»"  *» 


MO.  DA.  YR.  MO.  DA.  YR.  MO.  DA.  YR. 

il\M  K | I I: 


26.  NTE  EXPIRES  1 29.  SPECIAL  1 30.  RETIREMENT  DATA  1 31.  SEPARATION  32.  CORR€CTION/CANCELLATION  DATA  \ 

— I0Dt  1tvpeIL,I  wo-  bl.  ~ EOD  DATA 


MO.  DA.  YR. 


33:. SECURITY  34:  SEX 
' RW.  NO. 


35.  VET.  PREFERENCE 


38.  CAREER  CATEGORY  39. 


FEGLI /HEALTH  INSURANCE 


40.  SOCIAL  SECURITY  NO. 


CODE 

0—  NONE  MO.  OA.  YR.  MO. 

1— 5  PT.  | | 

2— 10  PT.  | | 

DA.  YR. 

1 

CAR/RESV 

PRQV/TEMP 

CODE 

CODE  0-WAIVER 
1-YES 

HEALTH  INS.  CODE 

41. 

PR EVF0U5  GOVERNMERT  SERVICE  DATA 

42.  LEAVE  CAT. 

43. 

FEDERAL  TAX  DATA 

44.  STATE  TAX  DATA 

CODE 

0- N0  PREVIOUS  SERVICE 

1-  NO  BREAK  IN  SERVICE 

2- BREAK  IN  SERVICE  (LESS  THAN  3 YEARS) 

3-  BREAK  IN  SERVICE  (MORE  THAN  3 YEARS) 

CODE 

FORM  EXECUTED 

1- YES 

2- N0 

CODE 

NO.  TAX  EXEMPTIONS 

FORM  EXECUTED 

1- YES 

2- N0 

CODE 

NO,  TAX 
EXEMP. 

STATE  CODE 

45.  POSITION  CONTROL  CERTIFICATION 


46.  O.P.  APPROVAL 


DATE  APPROVED 


FORM  i i r o 

6_63  II!)/  USE  PREVIOUS  EDITION 


SECRET 


4/c  l£<l 


GROUP  1 

EXCLUDED  FROM  AUTOMATIC  DOWNGRADING 
AND  DECLASS  I H CATION 


NOTIFICATION  OF  PERSONNEL  ACTION 


>■  SERIAL  NUMBER  I 2.  NAME  (LAST-f IRST-MIDDLE) 


____  HANSON  HELEN  £ 


3.  NATURE  OF  PERSONNEL  ACTION 

RESIGNATION 


4.  EFFECTIVE  DATE  5.  CATEGORY  OF  EMPLOYMENT 

MO.  DA.  YR. 


04  03  ,64 


REGULAR 


7.  COST  CENTER  NO.  CHARGEABLE  8.  CSC  OR  OTHER  LEGAL  AUTHORITY 


10.  LOCATION  OF  OFFICIAL  STATION 


11.  POSITION  TITLE 

12.  FOSITION  NUMBER 

ADM  OFFICER 

CM 

14.  CLASSIFICATION  SCHEDULE  (GS,  LB,  etc.) 

IS.  OCCUPATIONAL  SERIES  16.  GRADE  AND  STEP 

OS 

18.  REMARKS 

14  6 

13.  SERVICE  DESIGNATION 

rrr jntwnY  OR  RATE 

1586S 


SIGNATURE  OR  OTHER  AUTHENTICATION 


Use  Previous 


